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Financial and Controlling

z Invoice Posting — “Direct Invoices”

This type of invoice entry posts directly into FI - Accounts Payable. This procedure is
used for entering non-purchase order (PO) related invoices (i.e., utilities, telephone,
magazine subscriptions, etc.), BPA-related invoices, NAF purchase card invoices,
custodian fund replenishments (i.e., petty cash, change funds, unit funds), prize winnings
(e.g., bingo events), or employee expense reimbursements (e.g., travel expenses).

Menu Path: ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = DOCUMENT ENTRY = INVOICE

Transaction Code: F-43

Screen: Enter Vendor Invoice: Header Data

Field

Description/Usage

Document date

Enter the date of the originating document. For example, this date
may be the date of a non-PO related vendor invoice, date of a BPA-
related vendor invoice, date of an employee expense claim, date
prize was won, or date of a custodian’s petty cash/change or unit
fund replenishment form.

Type

KR (default entry)

Company code

Enter the company code for the base/fund in which the vendor item
should be posted.

Posting date This field defaults to the current date. Change this date if the
document should be posted in a different fiscal period.

Period Leave blank.

Reference Enter the reference number of the originating document. For

example, this may be the vendor’s invoice number, form number of
an employee expense claim, prize control number, or form number
of a fund custodian’s replenishment form. DO NOT PREFIX the
vendor invoice number with # or INV#. Remember in order for the
duplicate invoice feature to work properly, the system will check
for exact matches of invoice numbers on exact same dates!

EXACT MATCHES....please carefully key in invoice number to
avoid duplicate payments - do NOT change invoice date from that
on the invoice or receiving document!

Doc. header text

The document header text contains explanations or notes that apply
to the document as a whole, that is, not only for certain line items.
A general description of the business transaction can be entered
here. For certain transactions special data must be entered in this
field. For example, for BPA-related invoices, enter the BPA
number and the call number. Users should be careful to use the
format of their locally generated call number.

PstKy

Enter posting key 31 for a credit entry to a vendor account number.
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Account Enter the vendor account number. This should not be confused
with the accounts payable reconciliation G/L account. Ifitis an
invalid vendor account, the system will give an error message.

Sp.G/L Leave blank.
Trans.type Leave blank

gl 000 aaHIeee CHE OOLO DR @D

Enter Vendor Invoice: Header Data

| Held document || Act assgnmt model. .. || /L item fast entry || Fost with reference |

_D1 F17 /2003 Iﬁi IIII:
_EI1J"1?J"2EII33 I.

-LI{DDBB?Y

Psthy 31 Account PODOOTED45 @J.GJ’L Trans.type

Press the [Enter] key or click on the green check mark icon @
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Field

Description/Usage

Amount

Enter the dollar amount indicated on the originating
document (non-purchase order- related invoice,
expense claim form, prize form, replenishment
form, etc.)

Calculate tax

Leave blank.

Payt terms

Leave the default value unless it differs from the
invoice. The default value is stored in the vendor’s
master record. Use the matchcode to select different
payment terms for this invoice, if necessary.

Days/percent

Leave blank for default or enter special discount
terms from vendor invoice. For example vendor
will give a 5 percent discount if paid in 3 days.
Enter "3" days, and "5" percent.

Bline date

The default value is populated by the entry made in
the document date field. The default value is
generally correct but the baseline date can be
changed. This date is the date from which the terms
of payment are calculated. There can be instances
where the document date is different from the Bline
date.

Fixed

Leave blank.

Disc. base

Leave blank.

Disc. amount

Leave the default value or if the vendor has offered
a special "lump sum" discount for payment within a
specified time or a "good customer discount", enter
the amount in this field.

Invoice ref.

Used for linking credit memos with invoice. Leave
blank for invoice

Pmnt block

Blocking payments restricts the payment from being
made whether due or not. This function may be
used if there is a dispute or problem with a vendor.

If the invoice item should be blocked from payment,
enter payment block ‘A’ in this field. Normally,
this field will be left blank.

Pmnt method

Normally, this field should be left blank, so that the
default payment method in the vendor master record
will used by the automatic payment program.

Pmnt meth.supl.

Leave blank.

Assignment

Can leave blank or enter information that you would
sort in the line item display report.
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Text Free entry description of transaction - useful for
display and reporting purposes. If this field is
prefixed with an “*” character, this text will
print on the check stub and EFT remittance
advice.

Long text Click this button to add notes. You can document
many lines of text for notation purposes here! This
will not print on the check or remittance advice.

Screen: Enter Vendor Invoice: Add Vendor Item

Document  Edit Goto  Extras  Settings  Epwironment  System Help

al g CaQ CHE HhOn FE @
Enter Vendor invoice: Add Vendor item

s @ B [ =& More data  Act assgnmt model.. G/Litern fast entry | Tax amounts

“endor 4000015045 1 HARDINS SYSCO FOOD SERVICE LLC G/ ace 201000
Company code 1146 4359 BF GOODRICH BLWD
WYWERE MSA MIDSOUTH MEMPHIS

ltern 1/ %endaor credit £ 31

Amount 365,33 LsD

L] Calculate tax

Fayt terms Yoos Days/percent 24 ! i

Bline date a1/17/2003 Fixed

Disc. base Disc. amount

Invoice ref ! f

Fmnt block Pmnt method Frmnt meth.supl.
Assignment

Text *ORDER #443556
Mext line item

Fathly | @cnunt Sp.GIL Trans.type Mew co.code

For multiple line items:

You can enter multiple line items on one screen (G/L Fast Entry) or you can enter one
item per screen. You still need to go to the screen titled Screen: Enter Vendor Invoice:
Add Vendor Item (see above), to enter the amount of the 1** line item. Fast entry screen
can not be used to enter vendor related line items. To use the fast entry screen see the
instructions on G/L Item Fast Entry.
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G/L Item Fast Entry:
The G/L fast entry template can be selected at the outset of the transaction especially
where multiple expense accounts will be entered against a single vendor (e.g., petty cash
replenishment). You don’t want to use this type of entry if you have to change terms or
discount amounts. Simply press the G/L Item Fast Entry push-button after the amount
of the invoice is entered for the vendor line item (prior to entering the offsetting posting
key/accounts.)

Screen: Enter Vendor Invoice: Add G/L Account Items

Field Description/Usage

PK Enter posting key 40 for a debit to GL account. This is the standard
form for entering a journal.

CoCd Leave blank.

Accoun Enter the GL account for the first offsetting expense item.

Amount Enter the dollar amount of the first offsetting expense item.

Site Leave blank

Cost c Enter the cost center code (if account is a cost element) to which the
expense item should be coded.

Order Enter the internal order to which the expense item should be coded.

This field must be used in conjunction with the cost center since only a
statistical posting is made to the internal order. Internal orders usually
represent a special event (e.g. air show, concerts, festivals)

Assignment | Can be used to sort items in the G/L line item display, an example
would be to identify USA items at the item level or other notation.

Text Optional field, enter a description for this expense line item. This text
will never print on the check stub or EFT remittance advice.
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Document Edit Goto  Extras  Settings  Environment  System Help

& A B Sa@ DEEBE STAa BEE @
Enter VVendor invoice: Add G/L account items

2 B Act assgnmt model | GAL itern fast entry | Tax amounts

Company code 11468 MWR MNSA MIDSOUTH

G/l account items

PK CoCd Account  Amount Site Costc  Assignment Text
40 151000 100 4466
40 151000 100 4435
40 151000 16533 4486

Other line items
Fstky Account Sp.GL Trans.type Mew co.code

If the G/L Fast entry option is not selected, then proceed with the following instructions:

After entering the amount for the first line item for the credit, posting key 31(instructions
are listed above, Screen: Enter Vendor Invoice: Add Vendor Item), follow the
instructions listed below to enter the debit, posting key 40, for this transaction.
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Field Description/Usage

PstKy Enter posting key 40 for a debit to GL account. This is the standard
form for entering a journal.

Account Enter the GL account for the first offsetting expense item.

Sp.G/L Leave blank

Trans.type | Leave blank

New Do not enter a value in this field.

co.code

Press the [Enter] key or click on the green check mark icon

&

Screen: Create Vendor Invoice: Add G/L Account Item

Field Description/Usage

Amount Enter the dollar amount of the first offsetting expense item.
Tax code Leave default.

Calculate Leave blank

tax

Cost center

Enter the cost center code (if account is a cost element) to which the
expense item should be coded.

Order Enter the internal order to which the expense item should be coded.
This field must be used in conjunction with the cost center since only a
statistical posting is made to the internal order. Internal orders usually
represent a special event (e.g. air show, concerts, festivals)

Article Leave blank

Site Leave blank

Quantity Leave blank

Assignment | Can be used to sort items in the G/L line item display, an example
would be to identify USA items at the item level or other notation.

Text Option field, enter a description for this expense line item. This text
will never print on the check stub or EFT remittance advice.

Long Text | Click this button to add notes. You can document many lines of text for

notation purposes here! This will not print on the check or remittance
advice.
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Document  Edit

E oto

Extras

Settings

Enmvironment Systermn

Help
240 €@ SHE DL HEEA @M

Enter Vendor invoice: Add G/L account item

o E [ T = More data

G/L account

151000

Act assgnmt model... | G/L itemn fast entry | Tax amounts

Company code 11486

DEFPARTMEMNT RESALE INVENTORIES
hWYWR NEA MIDSOLTH

ltern 8 f Dehbit entry /40

Amount 20. 00 =D

Cost center hsos Order

Aricle Site

Cluantity

Assignment

Text
Mext line item

Psthy Account Sp G Trans.type Mew co.code

Press the [Enter] key or click on the green check mark icon
entries, if not proceed on to the next section, Reviewing Entries.

&

if there are more

10
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Reviewing Entries:

@
Click | “® to review the entry before posting.

Document  Edit Goto Extras  Zettings  Enwironment  System  Help

JTHSCee S0 E ahoan BE @

>

Enter Vendor invoice: Display Overview

& Display currency | Park document | Act assgnmt model.. || G/L item fast entry || Taxes
Docurnent date 011772003 Type KR Company code 1146
Fuosting date B1/17 /2003 Fariad 4

Document number  TMNTERNAL Fiscal year 2003

Reference LKORas?Y Cross-CC no.

Doc.header text

ltems in document currency

Itm PK CoCd Account Description CostCr Order Amount

[t 31 4000015045 HARDIMS SYSCO FOOD 750 68-
ooz 4o 151000 RESALE INWEMTORY 4466 100. 00
ooz 40 151000 RESALE INWEMTORY 4435 100, G0
nog 4o 151000 RESALE INWEMTORY 44386 165. 33
QoS 40 151000 RESALE INWEMTORY 4486 100, G0
[noe 40 151000 RESALE INWEMTORY 4485 100, G0
ooy 4o 151000 RESALE INWEMTORY 443886 165. 33
nos 40 151000 RESALE INWEMTORY 4505 20,00
O 750 566 C 7h0. GG oo e & Line items
COther line itern

Psthy | @cnunt ap G Trans.type MNew co.code

If everything balances, you can post the document. Click on the icon to save. If
not, double click on the line to make changes or to add additional line items, go to the
bottom of this screen (Display overview) to Other line item and enter the information

there.

Message: ‘Document 35xxxxxxxxx is posted’.
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Document number generated: 3500000000 to 3599999999. This number should be
written by hand on the originating document or invoice.
To park an invoice:

Enter the information as you would on a invoice (T-code F-43). If you wish to park the
document instead of saving it, select Document > Park.

Note the parked document number. It should be a 10-digit number that looks something
like, 3500000010.

NOTE: When a document is parked, it is not posted to the General Ledger.

You CANNOT close an accounting period if there are any parked documents.
Review the status of all documents and if there are any parked, either post or delete
them.

To edit the parked document see the section on Change Parked Documents.

To post a parked document see the section on Post Parked Documents.
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z Direct Invoice— “Posting to an Asset”

This is the entry of the invoice direct into FI Accounts Payable. This procedure is used
for entering non-purchase order (PO) related invoice. An Asset shell must exist in the
system prior to posting. To post a direct invoice for an asset the Vendor will be credited
and the Asset debited in the following manner. You will use Document Type AA (Asset
Posting) and on the Debit side of the transaction use Transaction type 100 (External Asset
Acquisition) and Posting Key 70 to Debit the Asset.

Menu Path: ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE 2DOCUMENT ENTRY 2 INVOICE

Transaction Code: F-43

Screen: Enter Vendor Invoice: Header Data

Field

Description/Usage

Document date

Enter the date of the originating document. For example, this date
may be the date of a non-PO related vendor invoice or date of a
BPA-related vendor invoice

Type

AA (asset posting)

Company code

Enter the company code for the base/fund in which the vendor item
should be posted.

Posting date

This field defaults to current date. Change the posting date if the
document ought to be posted in a different fiscal period.

Period Leave blank.

Reference Enter the reference number of the originating document. DO NOT
(Required PREFIX the vendor invoice number with # or INV#. Remember in
Field) order for the duplicate invoice feature to work properly, the system

will check for exact matches of invoice numbers on exact same
dates! EXACT MATCHES....please carefully key in invoice
number to avoid duplicate payments - do NOT change invoice date
from that on the invoice or receiving document!

Doc. header text

Free entry document header text contains explanations or notes that
apply to the document as a whole, that is, not only for certain line
items. A general description of the business transaction can be
entered here.

PstKy Enter posting key 31 for a credit entry to a vendor account number.

Account Enter the vendor account number. This should not be confused with
the accounts payable reconciliation G/L account. If it is an invalid
vendor account, the system will give an error message.

Sp G/L Leave blank.

Trans.type Leave blank |

Accounts Payable
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@

Press the Enter key or click on the green check mark icon

Screen: Enter Vendor Invoice: Create Vendor Item

% 0 0 aHICee LB aDo0 | R @

Enter Vendor Invoice: Header Data

| Held document || Act assgnmt model.. || GiL item fast entry || Fost with reference |

_D'IIZEIZDEIB m -1I315
_D'IIZEIZDEIB I.

-DEIBEEE?EB

First line itern

Psthkly 31 Account  HOGOE12060 @)J_GIL Trans.type

Field Description/Usage
Vendor
Amount Enter the dollar amount indicated on the originating document

(non-purchase order- related invoice, expense claim form, prize
form, replenishment form, etc.)

Calculate tax Leave blank.

Payt terms Leave the default value unless it differs from the invoice. The
default value is stored in the vendor’s master record. Use the
matchcode to select different payment terms for this invoice, if
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necessary.

Days/percent Leave blank for default or enter special discount terms from
vendor invoice. For example vendor will give a 5 percent discount
if paid in 3 days. Enter "3" days, and "5" percent.

Bline date Leave the default value.

Fixed Leave blank.

Disc. base Leave blank.

Disc. amount

Leave the default value or if the vendor has offered a special
"lump sum" discount for payment within a specified time or a
"good customer discount", enter the amount in this field.

Invoice ref.

Used for linking credit memo’s with invoice. Leave blank for
invoice.

Pmnt block If the invoice item should be blocked from payment, enter
payment block ‘A’ in this field. Normally, this field will be left
blank.

Pmnt method Normally, this field should be left blank, so that the default

payment method in the vendor master record will used by the
automatic payment program.

Pmnt meth.supl.

Leave blank.

Assignment Leave blank.

Text Free entry description of transaction - useful for online inquiry and
reporting. If this field is prefixed with an “*’ character, this
text will print on the check stub and EFT remittance advice.
You will note, by hitting the "long text" icon, you can document
many lines of text for notation purposes here!

Next Line Item

PstKy Enter posting key 70 for a debit to the asset.

Account Enter the asset number (asset must have been created prior to this
step.)

Sp G/L Leave blank

Trans.type **Type “100” for External Asset Acquisition** (VERY

IMPORTANT)

New co.code

Do not enter a value in this field.

Accounts Payable
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Document  Edit Goto Extras  Settings  Epvironment  System Help

& 2AHCER  DEHE DTO0 EE @M
Enter Asset posting: Add Vendor item

o @ Bl O =& Moredata  Act assgnrt model..  G/L itern fast entry | Tax amounts

“endor 4000012050 ROCKEMBACH CHEYROLET G/ acc 201000
Company code 1015 FO BOx 309
kR NS GREAT LAKES GRAYSLAKE
[tern 1/ %endor credit /£ 31
Arnount 8886 . 532 LSO
L] Calculate tax
Payt terms WEa1 Days/percent a0 ! !
Bline date a1/25/2003 Fixed
Disc. base Disc. amaount
Invoice ref. ! !
Pmnt block Pmnt method Pmnt meth.supl.
Assignment
Texi
Mext line item
Pstldy 70 Account 17100034 Sp.GiL Trans.type 100 Mew co.code | @
Press the Enter key or click on the green check mark icon @
Field Description/Usage
Amount Enter the dollar amount indicated on the originating document

(non-purchase order- related invoice, expense claim form, prize
form, replenishment form, etc.)

Calculate Leave blank.

tax

Tax code Leave blank.

Quantity **Must enter a quantity for the asset** EA is the default for
unit of measure.

Asset Defaults in from the previous screen

Assignment | Leave blank.

Text Free entry description of transaction - useful for online inquiry

and reporting. You will note, by hitting the "long text" icon, you
can document many lines of text for notation purposes here!

'E? Long text
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ltem 2 Dehit asset / 70 External asset acqgui / 100 !

Armount 8965, 32 LUsD
Tax code [ Calculate tax
Bus.place/sectn
Cluantity 1 EA
Asset 17100034 a
Assignment

Text

Mext ling item /.f

Fsthly | @cnum Sp. G Trans.type Mew co.code

o

Click‘ “% to review the entry before posting.

0172572003

0172572003

INTERMAL

00988756
lterns in document currency
Ttm PK CoCd Account Description CostCr Order Amount
oot 31 4000012050 ROCKEWBACH CHEWROLE 8,965 32-
ooz Jo 171000 OEEa17100034 O0oo g, 6965, 32
D0 8,965, 32 C §,6865.32 o.oo o 2 Line items

To post the document, click on

Accounts Payable 17
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Document number generated: XXXXXXXXXX. This number should be written by hand
on the originating document or invoice.
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z Credit Memos

Menu path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = DOCUMENT ENTRY = CREDIT MEMO

Transaction Code: F-41

Field

Description/Usage

Document date

Enter the date of the originating document or the
vendor’s credit memo.

Type

KG (default entry)

Company code

Enter the company code for the base/fund in which the
vendor item should be posted.

Posting date

This field defaults to current date. Change the posting
date if the document should be posted in a different
fiscal period.

Period

Leave blank.

Reference

Enter the reference number of the originating
document. For example, this may be the vendor’s
credit memo number.

Doc. header text

Free entry document header text contains explanations
or notes that apply to the document as a whole, that is,
not only for certain line items. A general description
of the business transaction can be entered here.

PstKy Enter posting key 21 for a debit entry to a vendor
account number.

Account Enter the vendor account number. This should not be
confused with the payables reconciliation g/l account.
If it is an invalid vendor account, the system will give
an error message.

Sp.G/L Leave blank.

Trans.type Leave blank.

Accounts Payable 19
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Screen: Enter Vendor Credit Memo: Header Data

gl 000 8|qH @8 LHE onoo DR Qm

Enter Vendor Credit Memo: Header Data

| Held docurnent || Act assgnmt model. || /L item fast entry || Fost with reference |

_DHEE!EDDS IE -109-“-1
_EIHEEIEEIDS I.

-DJBBEIEEB

Pstky 21 4000000572 Sp.GIL Trans.type

Press the [Enter] key or click on the green check mark icon. g

20 Accounts Payable




Financial and Controlling

The following fields appear on the next screen:

Field

Description/Usage

Amount

Enter the dollar amount indicated on the credit
memo.

Calculate tax

Leave blank.

Payt terms Leave the default value if one appears. If the credit
memo is NOT associated with an existing invoice
you can enter an ‘*’ to adopt the payment terms on
the vendor master record.

Days/percent Leave blank.

Bline date Leave the default value.

Fixed Leave blank.

Disc. base Leave blank.

Disc. amount Leave blank.

Invoice ref

Enter the SAP invoice document number and fiscal
year to which the vendor credit memo relates. This
will cause the original invoice’s payment terms
to be adopted automatically for the credit
memo!

Pmnt block Normally, this field will be left blank.

Pmnt method Leave blank.

Pmnt meth.supl. Leave blank.

Assignment Can leave blank or enter information that you
would sort in the line item display report.

Text Free entry description of transaction - useful for
display and reporting purposes. If this field is
prefixed with an “*” character, this text will
print on the check stub and EFT remittance
advice.

Long text Click this button to add notes. You can document

many lines of text for notation purposes here! This
will not print on the check or remittance advice.

Accounts Payable
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Screen.: Enter Vendor Credit Memo: Add Vendor Item

Docurnent  Edit Goto  Extras  Settings  Enwvironment  Systern Help

& 2 dHI @@ CRE SO0 BE @

Enter Vendor credit memo: Add Vendor item

A B O =5 More data  Act assgnmt model... Gl itern fast entry  Tax amounts

Yendar 4000000572 DISCOUNT SCHOOL SUPPLY Gl acc 201000
Company code 1094 PO B 50000
kWWRE COMNAYREG, NE SAN FRANCISCO
ltern 2 f %endaor debit £ 21
Arnount hE. 32 LSO
L] Calculate tax
Payt terms * Days/percent ! !
Bline date Q1/25/2003 Fixzed
Disc. base Disc. amount
Invoice ref. ! !
Prnnt block Pmnt method Prnnt meth. supl.
Assignment
Text FAULTY PUMP
Mext line itermn
Psthy 50 Account 701000 Sp.GiL | Eﬁ'}ans.type Mew co. code

For multiple line items:

You can enter multiple line items on one screen (G/L Fast Entry) or you can enter one
item per screen. You still need to go to the screen titled Screen. Enter Vendor Credit
Memo: Add Vendor Item (see above), to enter the amount of the 1st line item. Fast entry
screen cannot be used to enter debit entries. To use the fast entry screen see the
instructions on G/L Item Fast Entry.

G/L Item Fast Entry:
The G/L fast entry template can be selected at the outset of the transaction especially

where multiple expense accounts will be entered against a single vendor (e.g., petty cash
replenishment). You don’t want to use this type of entry if you have to change terms or
discount amounts. Simply press the G/L Item Fast Entry push-button after the amount
of the credit memo is entered for the 1% line item (prior to entering the offsetting posting
key/accounts.)
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Field Description/Usage

PK Enter posting key 50 for a credit to GL account. This is the standard
form for entering a journal.

CoCd Leave blank.

Accoun Enter the GL account for the first offsetting expense item.

Amount Enter the dollar amount of the first offsetting expense item.

Site Leave blank

Cost ¢ Enter the cost center to which the expense item should be coded.

Order Enter the internal order to which the expense item should be coded.
This field must be used in conjunction with the cost center since only a
statistical posting is made to the internal order. Internal orders usually
represent a special event (e.g. air show, concerts, festivals)

Assignment | Can be used to sort items in the G/L line item display, an example
would be to identify USA items at the item level or other notation.

Text Optional field, enter a description for this expense line item. This text

will never print on the check stub or EFT remittance advice.

Accounts Payable 23




Financial and Controlling

Screen: Enter Vendor Invoice: Add G/L Account Items

Campany code 1094 WWR COMNAYREG, ME L1 Calculate tax

=L account items

PE CoCd Account  Amount Site  Costc  Assignment Text
50 F01000 1000 4088
50 FO01000  10.00 4090
50 FO01000 38 32 4032

If the G/L Fast entry option is not selected, then proceed with the following instructions:

After entering the amount for the first line item for the debit, posting key 21(instructions
are listed above, Screen: Enter Vendor Credit Memo: Add Vendor Item), follow the
instructions listed below to enter the credit, posting key 50, for this transaction.

Field Description/Usage

PstKy Enter posting key 50 for a debit to GL account.
This is the standard form for entering a journal.

Account Enter the GL account for the first offsetting
expense item.

Sp.G/L Leave blank.

Trans.type Leave blank.

New co.code Do not enter a value in this field.
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Press the [Enter] key or click on the green check mark icon. g
Field Description/Usage
Amount Enter the dollar amount of the first
offsetting expense item.
Tax code Leave default.

Calculate tax

Leave blank.

Cost center

Enter the cost center code (if account is
a cost element) to which the expense
item should be coded.

Order Enter the internal order to which the
expense item should be coded. This
field must be used in conjunction with
the cost center since only a statistical
posting is made to the internal order.
Internal orders usually represent a
special event (i.e., air shows, concerts,
festivals, other base-wide events)

Article Leave blank.

Site Leave blank.

Quantity Leave blank.

Assignment Leave blank.

Text Enter a description for this expense line

item. This text will never print on the
check stub or EFT remittance advice.

Screen.: Create Vendor Credit Memo: Add G/L Account Iltem

Accounts Payable
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Enter Vendor credit memo: Correct G/L account item

o EH @ 0 =s More data

Act assgnmt model...

G/L itern fast entry || Tax arnounts

/L account 01000 SUPPLIES

Company code 1094 MWRE COMMNAYREG, ME

Press the [Enter] key or click on the green check mark icon
entries, if not proceed on to the next section, Reviewing Entries.

Reviewing Entries:

@
Click | “® to review the entry before posting.

Docurnent  Edit Goto

ltern 2 / Credit entry /50
Amount k6. 32 sD
Tax code L] Calculate tax
Cost center 4388 Order
Article Site
Cluantity
Assignment
Mext line item
Pathy Account % Sp Gl Trans.type Mew co.code

&

if there are more

Envwironment

B o H @@ 4o EE anasn BE @D
Enter Vendor credit memo: Dispfay Overview
I Display currency | Park document | Act assgnmt model... || G/L item fast entry | Taxes
Document date 012542003 Type KG Company code 1094
Posting date 0142572003 Period 4
Document number  TMTERMAL Fiscal year 2003
Reference D1990s86 Cross-CC no.
Doc.header text
ltem= in document currency
Itm PK CoCd Account Description CostCr Order Amount
oot 21 4000000572 DISCOUNT SCHOoL SUP 56. 32
ooz &0 Fo1o0o SUPPLIES 405858 56.32-
I
D 58 32 C 568 32

oo

2 Line items
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]
If everything balances, you can post the document. Click on the icon to save. If
not, double click on the line to make changes or to add additional line items, go to the
bottom of the screen (Display overview) to Other line item and enter the information
there.
Message: ‘Document 3 1xxxxxxxxx is posted’.

Document number generated: 3100000000 to 3199999999. This number should be
written on the originating document or credit memo.

z Display Document

Menu Path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = DOCUMENT = DISPLAY

Transaction code: FB03

Screen.: Display Document: Initial Screen

Docurnent  Edit Goto Yiew Systern  Help

& 2 dH e SHE Dnon BE @
Dispfay Document: Initial Screen

List |4 Firstitem ¢# Editing options

Keys for Financial Accounting
Docurment number J1ooooot 18
Company code 1094
[Fiscal year| 2003
Field Description/Usage
Document Enter the document number to be displayed.
number
Company code | Enter the company code for the base/fund in which the document to
be displayed was posted.
Fiscal year Enter the financial year in which the document to be displayed was
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| | posted.

3 .

Press the [Enter] key or use the green check mark icon

Docurnent  Edit  Goto  Settings Environment  System  Help

@ | 200 O SHE nnon PR @B ==
Document Overview

B S r ME T S F B [ [ chose & Save T @ & B H Taxdata [H [

Doc.type : KG ( Vendor credit memo ) Mormal document

Doc. numher 3100000118 Company code 1084 Fiscal year 2003
Doc. date o01/25/2003 Posting date 01/25/2003  Period 04
Ref.doc DJ99056

Doc.currency  USD

Itm|PK |5 |Account Account short text Cost ctr |Order Assignment Amount (Text
1]21] 4000000572 [DISCOUNT SCHOOL SUPPLY 56.32
2|50 [7o1000 SUPPLIES 4038 56.32-

Double-click on a line item to view the details for each line.

e .

To exit this transaction, click on the backward green arrow

z Change A Document

It might be necessary to change some details in the document. However, the dollar
amount, GL account, cost center and internal order can never be changed if the document
has been posted. If these values were posted in error, the document should be reversed
(See Reversing Documents). A new document with the correct values should then be
entered.

Menu path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = DOCUMENT = CHANGE

Transaction code: FB02

Document Edit Goto  Yiew Systermn  Help

<)
)

q @@ S0 E DDo0 EE @b
Change Document: Initial Screen

List 4 Firstitem ¢? Editing options

Keys for Financial Accounting

Document number J1o0oco118
Company code 1094
Fiscal year] 2003

e
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Screen: Change Document: Initial Screen

Field Description/Usage

Document number System-generated number after saving a document.
Enter the document number you want to display.

Company code Enter the company code for the base/fund in which the
vendor item was posted.

Fiscal year Year when the document number above was posted

Document  Edit Goto 5 Environment

Q CHE ODOD BAE @

<
Document Overview
B2 844 P MMAETFE2FE R M Choose @ Swe T E o B B Tacdata H =

Doc.type : KG ( Vendor credit memo ) Mormal document

Doc. numher 3100000118 Company code 1084 Fiscal year 2003
Doc. date o01/25/2003 Posting date 01/25/2003  Period 04
Ref.doc D195086

Doc.currency  USD

Itm|PK |5 |Account Account short text Cost ctr |Order Assignment Amount (Text
1]21] 4000000572 [DISCOUNT SCHOOL SUPPLY 56.32
2|50 [7o1000 SUPPLIES 4038 56.32-

Double click on the line items that you want to change. The fields that appear with light
colored backgrounds can be changed. These fields include:

&
Document Header fields (press the Header — icon):

e Document Header Text
e Reference Doc

Line Item fields:

e Payment terms (vendor line item only)

e Payment block (vendor line item only)

e Payment method (vendor line item only)
e Assignment

e Line item text

To save the changes, click on the Save icon
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z Display Document Changes

Use this transaction to view all the changes that have been made to a single document.

Menu Path: ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = DOCUMENT = DISPLAY CHANGES

Transaction code: FB04

Field

Description/Usage

Company code

Enter the company code for the base/fund in which the
document was posted.

Document
number

Enter the document that you wish to view for all the changes
made to this document.

Fiscal year

Enter the financial year in which the document is posted.

Period of change

From change
date

The system only display changes which were made after this
date

Time The system only display changes which were made after this
time
Changed by User ID of the user who made the change

Press the [Enter] key or use the green check mark icon

3 .

Al changes |

Click on the

1COom.

Double click on each line if you wish to view the details of the changes.
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z Parking Documents

This transaction is used when a business office wants technicians to enter invoices but
NOT to post them to the G/L. The technician’s supervisor will have authority to post the
parked document.

NOTE: When a document is parked, it is NOT posted to the General Ledger.

You cannot close an accounting period if there are any parked documents. Review
the status of all documents and if there are any parked, either post or delete them.

To park an invoice:

Menu Path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = DOCUMENT ENTRY = PARK INVOICE

Transaction code: F-63
Note the parked document number. It should be a 10 digit number that looks something

like, 3500000010

To park a credit memo:

Menu Path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = DOCUMENT ENTRY = PARK CREDIT MEMO

Transaction code: F-66

Note the parked document number. It should be a 10 digit number that looks something
like, 3100000010.

z Change Parked Documents

Menu Path:  ACCOUNTING 2> FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = DOCUMENT = PARKED DOCUMENT = CHANGE

Transaction code: FBV2

&

Press the [Enter] Key or use the green check mark icon
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Field Description/Usage

Document Enter the document number of the parked document to be change

number

Company code Enter the company code for the base/fund in which the document to
be changed was parked.

Fiscal year Enter the fiscal year in which the document to be changed was
parked.

&

Press the [Enter] key or use the green check mark icon
Changes can be made to the following:

e Reference
e Doc head text
e Add more lines

OR

. . . List .
To view the list of parked documents, click on the = icon.

Field Description/Usage

Company Enter the company code for the base/fund in which the document to be
code changed was parked.

Fiscal year | Enter the fiscal year in which the document to be changed was parked.

Posting Leave blank.

date

Entered by | Enter the User ID of the user who entered the parked document, if
known.

Click the Execute @ icon.

[ Chonse

Position your cursor on the line item that you wish to select, and click on the
icon.

Double-click on the line items that need to be changed.

e .

To exit this transaction, click on
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New line items can also be added:

. Pst key
° Indicate GL account
OR

Click on ‘GL fast entry’.  When finished, save the document by clicking on

IMPORTANT NOTE

Saving the changed document does not post the document to the GL! After the
document is saved you will get a message saying, “Preliminarily posted
document 3100000010 was changed”. To post the document, see section on
POST PARKED DOCUMENTS

z Change Parked Document Header

Menu Path:  ACCOUNTING =*FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = DOCUMENT = PARKED DOCUMENT = CHANGE HEADER

Transaction code: FBV4

Press the Enter Key or click the green check mark @

Screen: Change Parked Document.: Initial Screen

Field Description/Usage

Document number | Enter the document number of the parked document to be
changed.

Company code Enter the company code for the base/fund in which the
document to be changed was parked.

Fiscal year Enter the fiscal year in which the document to be changed
was parked.

Press the [Enter] key or click the green check mark @

OR
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To view the list of parked documents, click on the [List] icon.

Field Description/Usage
Company code | Enter the company code for the base/fund in which the document
to be changed was parked.

Fiscal year Enter the fiscal year in which the document to be changed was
parked.

Posting date Leave blank.

Entered by Enter the User ID of the user who entered the parked document,
if known.

Click the Execute @ icon.

Position your cursor on the line item that you wish to select, and click on the © icon.
The fields that appear with light colored backgrounds can be changed. These fields
include:

Document Header fields ( press the Header Information icon — ).

e Document Header Text
e Reference Doc

To save the changes made, click on

z Display a Parked Document

Menu Path: ACCOUNTING = FINANCIAL ACCOUNTING =
ACCOUNTS PAYABLE = DOCUMENT = PARKED DOCUMENTS =
DISPLAY

Transaction code: FBV3
Screen: Display Parked Document: Initial Screen

Field Description/Usage
Company code Enter the document number of the parked document to be
displayed.

Document number | Enter the company code for the base/fund in which the
document to be displayed was parked.

Fiscal year Enter the fiscal year in which the document to be displayed
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| was parked.
Press the [Enter] key or use the green check mark icon @
. . . ‘ Lizt .
To view the list of parked documents, click on the icon.
Field Description/Usage
Company code Enter the company code for the base/fund in which the
vendor item was posted.
Fiscal year Enter the financial year in which the documents are posted
to.
Posting date Enter a range of posting dates
Entered by User Id of the user who has entered the parked document.
Select the Execute © icon

[ Chonse

Position your cursor on the line item that you wish to select, and click on the
icon.

Double click on the line items to view the details of each line item.

@ @

To exit this transaction, click on

z Display Changes to a Parked Document

Menu Path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE>DOCUMENT 2>PARKED DOCUMENTS = DISPLAY CHANGES

Transaction code: FBVS5S

Field Description/Usage

Company code Enter the document number of the parked document to be
displayed.

Document Enter the company code for the base/fund in which the

number document to be displayed was parked.

Fiscal year Enter the fiscal year in which the document to be displayed was
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parked.

Period of change

From change

The system only displays changes which were made as of this

date date. A range of dates is sometimes useful.

Time The system only displays changes which were made as of this
time, if known. A range is best if using this field.

Changed by Enter the user ID of the user who made the change, if known.

Press the [Enter| key or use the green check mark icon

&

All changes

Click on the

icon.

Double click on each line if you wish to view the details for the changes.

z Delete Parked Document

Parked documents are deleted when:

1. The concerned cost center manager and/or division manager, for valid reasons,
does not approve an invoice.

2. An erroneous bill forwarded to Morale, Welfare and Recreation or VQ is
discovered after routing.

Menu Path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE, DOCUMENT »PARKED DOCUMENTS 2 POST/DELETE

Transaction code: FBV(

Field

Description/Usage

Document number

Enter the document number of the parked document to be
displayed.

Company code

Enter the company code for the base/fund in which the
document to be displayed was parked.

Fiscal year

Enter the fiscal year in which the document to be displayed
was parked.
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&

Press the [Enter] key or use the green check mark icon
Go to: ‘Document =» Delete Parked Document .
There will be a system message “Data will be lost. Delete parked document?”” Click on

the [Yes] icon to delete the parked document.

A System message appears: ‘Parked document deleted’.

z Post Parked Documents

Once a parked document is ready for posting, a special procedure must be followed.

|
When editing or making changes to a parked document, the only serves to save
changes to the parked document, it does not post it to the general ledger! You must
POST a parked document with the following transaction.

Menu Path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE, DOCUMENT = PARKED DOCUMENTS = POST/DELETE

Transaction code: FBV0

Press the [Enter] key or use the green check mark icon @
Field Description/Usage
Document number | Enter the document number of the parked document to be
posted.
Company code Enter the company code for the base/fund in which the
document to be posted was parked.
Fiscal year Enter the fiscal year in which the document to be posted was
parked.
Press the [Enter] key or use the green check mark icon @
u
To post the changes made, click on )
List
To view the list of parked documents, click on the I ~ icon.
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Field

Description/Usage

Company code

Enter the company code for the base/fund in which the document
to be posted was parked.

Fiscal year

Enter the fiscal year in which the document to be posted was

parked.
Posting date Leave blank.
Entered by Enter the User ID of the user who entered the parked document, if

known.

Select the Execute

Position your cursor on the line item that you wish to select, and click on the

1con.

@

icon

[ Chooze

Double-click on the line items that are to be changed.

Post document by clicking on

System message received: ‘Parked document is posted’.
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z Reversal of Individual Documents

Documents that have been posted in error or contain amounts, accounts or account
assignments (cost centers, internal orders) that are incorrect can easily be reversed. SAP
provides functionality to automatically generate a reversal document, when the user
specifies the original document.

Remember that reversal documents cannot be posted to a period that is already closed,
and where the financial statements have already been generated. Generally, SAP will use
the posting date of the original document as the reversal posting date if it is within the
current period. A different posting date may be specified by the user. It should be in the
same accounting period as the original document. If it is determined that an invoice from
a previous (closed) period needs to be reversed, you must specify an alternate posting
date because the system cannot post to the original.

Menu Path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = DOCUMENT = REVERSE = INDIVIDUAL REVERSAL

Transaction code: FB08

Screen: Reverse Document: Header Data

Field Description/Usage

Document | Enter the document number to be reversed.

no.

Company | Enter the company code for the base/region in which the document to
code be reversed was originally posted.

Fiscal year | Enter the fiscal year in which the document was originally posted.
Remember that MWR/VQ uses document numbers that are company
code dependant and that reset themselves after they reach the end of
the respective number ranges. Therefore a unique document can
only be found when both the document number, company code
and fiscal year are specified in combination. This combination is
a unique key in the database that identifies a particular
document.
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Reverse posting details

Reversal Currently, MWR has three reversal reason codes that can be used.
reason This code is only used for reporting purposes (i.e. document reports
can be executed with reversal reason code as a selection criteria). The
valid reason codes are:

01 Reversal in current period
02 Reversal in closed period (alt posting date)
03 Accrual reversal

Reason code # 03 should only be used for self-reversing journals
(AJVs). Reason code # 01 should be used when the original
document to be reversed was posted in the current period. Reason
code # 02 should be used when the original document to be reversed
was posted in a closed period.

Posting This field could be left blank if the posting date for the reversed

date document is similar to that of the original document. This field must
be filled when using reversal reason code # 02 - you must indicate the
date you want the reversal posted (it CANNOT be in a closed
period...it must be a date in the current period you are using). This
field should be left blank when using reversal reason code # 01.

Posting Leave this field blank unless the reversal document is to be posted
period into special period 13.

Check management specifications

Void Leave blank. Do not use this transaction to reverse check
reason payments

code
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Document  Edit Goto  Systern Help

& Q) Sa@  OEE IS DO EE e
Reverse Document: Header Data

&y Display before reversal Find documents

Document details

Docurment no. JeOooaa104
Company code 1094
Fiscal year 2003

Reverse posting details

Reversal reasaon 11
Fosting date
Fosting period

Check management specifications

Dizplay document

Click on the icon to see the document for cancellation.

Click on & to escape to the previous screen.

To reverse the document, click on the Save icon

Document number range is 1900000000 to 1999999999. Write the reversing
document number on the invoice.
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z Mass Reversal of Documents

Menu Path:

ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS

PAYABLE = DOCUMENT = REVERSE = MASS REVERSAL

Transaction code: F.80

Screen: Mass Reversal of Document: Initial Screen

Field Description/Usage

Company Enter the company code for the base/fund in which the document to

code be reversed was originally posted. A range of company codes can be
specified if required.

Document Leave blank to have the system search for all documents. Specify a

number range of documents if the document numbers are known.

Fiscal year Enter the financial year in which the documents to be reversed were
posted.

General Selections

Document To limit the number of documents the system will search, specify the

type document type of the documents to be reversed. A range of
documents can be entered if required. Vendor invoices are posted
using document type, “KR” (direct invoices) and “RE” (PO related
invoices). Vendor credit memos are posted using document type,
“KG” (credit memos for direct invoices) and “RE” (credit memos for
PO related invoices).

Posting date | Range of posting dates for the documents to be selected for reversal.

Entry date Range of document entry dates can be entered if desired. This
selection field is useful if the document were entered on a known
date, but the document dates and posting dates may be numerous or
different than the entry date.

Reference Range of reference document numbers can be entered if desired.

number

Reference Leave blank.

procedure

Reference Leave blank.

key

Logical Leave blank.

system
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Reverse Posting details

Reason for
reversal

Currently, MWR has three reversal reason codes that can be used.
This code is only used for reporting purposes (i.e. document reports
can be executed with reversal reason code as a selection criteria).
The valid reason codes are:

01 Reversal in current period

02 Reversal in closed period (alt posting date)

03 Accrual reversal

Reason code # 03 should only be used for self-reversing journals
(AJVs). Reason code # 01 should be used when the original
document to be reversed was posted in the current period. Reason
code # 02 should be used when the original document to be reversed
was posted in a closed period.

Posting date

This field could be left bank if the posting date for the reversed
document is similar to that of the original document. This field must
be filled when using reversal reason code # 02. It should be left
blank when using reversal reason code # 01.

Posting
period

Leave this field blank unless the reversal document is to be posted
into special period 13.

Test run

If this indicator is activated, a log will be generated. Selected
documents will not be reversed. If this indicator is inactivated,
reversal of selected documents will take place.

Cross-compan

code transactions

Press the Execute icon

Do not Is the default
process
Process Leave blank
Relevant Leave blank
documents if
possible
Only reverse | Leave blank
completely

£

to start the mass reversal program. If the test run mode was

activated, the program will have to be executed again in productive mode to actually post
the reversal documents.
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FProgram Edit Goto System  Help

& B @@ BHE 0o n BE @
Mass Reversal of Documents: Initial Screen

& & Jal

Company code | to ﬂ
Document number to
Fizscal year to

General selections

Document type to
Fosting date to
Entry date to
Reference number to
Reference transaction to
Reference key to
Logical system to

Reverse posting details
Feasan for reversal g}

Fosting date
Posting period
Test run

Cross-company code transactions

Da not process @)
Process ()
Felevant docs if possible [

Cinly reverse completely (@)
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zThree-way Match Overview

Procuring items done on a SAP purchase order is part of the three-way match process. In
order for a purchase order to be paid, three things must occur:

Step 1:

The Procurement Technician must create the purchase order in SAP. In this step there is
no accounting impact, although PO items are coded to the appropriate general ledger
account, cost center, or asset.

Step 2:

The Accounts Payable Clerk/Receiving Agent must enter a goods receipt (GR) into SAP.
In this step, the goods receipt will match up the information that was entered on the
purchase order. If this is a partial shipment, the clerk may modify the quantity, which
will leave the GR open until the rest of the shipment is entered. The General Ledger is
automatically updated with the general ledger account (i.e. expense or prepaid account),
cost center, or asset that was coded on the SAP Purchase Order. The offsetting posting is
made to a new account called the Goods Receipt/ Invoice Receipt (GR/IR) clearing
account (201010). This is known as an accrued liability account.

Credit GR/IR 201010
Debit An Expense Account [(701000 (Supplies), 151000 (Inventory),
1710000012 (Asset) Vehicle]

Step 3:

The Accounts Payable Clerk receives the invoice. Invoice Verification is the last step of
the three-way match process. Transaction code MIRO is used to enter the purchase order
number and verify that the amount of the PO that appears on the screen is the amount
being invoiced. MIRO must match what was entered at the purchase order level and
goods receipt. You are only authorized within AIMS/SAP to accept a 5% variance
between the purchase order line item price and the invoice for a prime vendor, except
for assets. A 5% variance is ONLY tolerated on prime vendors all other vendor invoices
are required to match the purchase order. A price difference greater than 5% requires a
purchase order modification (this necessitates a return to the Procurement Department).

The following entry is posted, once the invoice is saved.

Credit To the vendor “4/XXX” which in turn credits the correct GL
account (201000/206000)
Debit 201010 - GR/IR Clearing Account
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zGoods Receipt

Goods receipt will be verified against the corresponding purchase order to ensure the
correct goods and quantity are received.

For all system generated purchase orders, the Accounts Payable Technician will directly
enter the goods receipt into the system. Based on local connectivity and staffing
requirements, it is possible for persons other than the Accounting staff to enter the goods
receipt into the system. The Receiving Agent (or warehouse person) may be given
authorization to enter the goods receipt in the AIMS system - this is a local decision.

MWR and VQ:

Until such time that the warehouse and facility staffs have access to AIMS and the goods
receipt function, the following procedure should be used.

Purchasing/Receiving Agent

1. Upon receipt of all goods the goods receipt copy of the purchase order is signed/dated
by the receiving agent and forwarded to the MWR Regional Accounting Office.

2. In cases of partial receipts, the receiving copy should be flagged as “partial” and
forwarded to the Accounting Office. When all goods are received a final goods receipt
can be signed and forwarded to the accounting office with a notation of “complete” or
“complete delivery.”

Accounting Office

3. Goods Receipt is checked to ensure the Goods Receipt has been signed and dated.
4. Goods Receipts are entered into the SAP system.
5. Goods Receipts document number should be noted on the Purchase order copy.

/

/ Note: Goods receipts may also be entered into the system where there is no

receiving copy in the following instances:

e Vendor’s invoice has been signed by an authorizing departmental person
acknowledging receipt of the goods

e Verbal assurance has been given by the receiving officer that the goods are received
(In this case a memorandum would be signed attesting to the fact that the goods are
received)
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Business Model

Accounts Payable

Yes

FORWARD
DELIVERY
DOCKET OR
INVOICE OR
COMPLETED
GOODS
RECEIPT
ADVICE TO
RECEIPTING

OFFICER ‘

GOODS RECEIPT

GOODS &
DELIVERY

DOCKECT/INVOIC

ARRIVE

SIGN DELIVERY
DOCKET

A
CHECK GOODS
AGAINST

DELIVER <
DOCKET OR
INVOICE

GOODS
CORRECT WITH
ORDER

No

CONTACT
VENDOR AND

RESOLVE
ERROR
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STEP 2 OF THE THREE WAY MATCH PROCESS:

z Post Goods Receipt
Menu path:  LOGISTICS < RETAILING = PURCHASING 2 PURCHASE

ORDERS = PURCHASE ORDER = FOLLOW-0N FUNCTIONS = GOODS
RECEIPT

Transaction code;: MB01

Screen 1: Goods Receipt for Purchase Order: Initial screen

Goods receipt Edit Goto  Movement type  Environment  Systern Help

V] Bl H I @@Q SHE ODL0 AR @m
Goods Receipt for Purchase Order: Initial Screen

[0 Adopt + details | Purchase orders... PO unknown WM parameters...

Document date L1/ 272003 Paosting date 01272003
Delivery note Bill of lading
Doc. header text GR/GI slip no.
Defaults for document items
Movermnent type 101
Purchase arder 4500008918 @
Site 7115 Reason for movement
Storage location E[EIEN [ Suggest zero lines
GRIGI slip
Print Individual slip
@ Collective slip
Field Description/Usage
Document date The document date is the date on which the original document
was issued.
Delivery note Leave blank.
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Bill of lading

Number identifying the bill of lading of the goods that have
been received. The bill of lading is the document issued by the
sender that accompanies the goods. Normally left blank

Doc. header text

The document header text contains explanations or notes,
That apply to the document as a whole not only for certain line
items.

GR/GI slip no. Leave blank
Defaults for document items
Movement type Enter ‘101’ for a goods receipt.

Purchase order

Enter the relevant purchase order number to which the goods
receipt or goods return relates. The purchase order number
should to be quoted by the vendor on the shipping documents
or packing slip. The purchase order number can also be found
on the goods receipt copy of the purchase order (which is sent
to the warehouseman).

Site Enter the site to which the goods are being received or from
which they are being returned.

Reason for While processing a Goods Receipt, leave this field blank.

movement

Storage location Leave this field blank.

Suggest zero lines Leave this field blank.

GR/GI slip

Individual slip Leave the default value.

Print Check this box if you want to print the goods receipt.

Press the [Enter] key or click the green checkmark g to continue.
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Screen: Goods Receipt for PO: Selection screen 0001/ XXXX

Goods receipt

Edit Goto Movement type Enwironment  Systern Help

BdE @ae R Ahas BAR @

Goods Receipt for PO: Selection Screen 0001 / 0002
E O Adopt + details || Purchasze arders...

Posting date [1/27 /2003 (=)
ltems
ltern  Cluantity Eln Aricle Site Sloc PO ltem = DICI
BUn Aricle description Batch RMT 5T
110 EA 7115 4500006818 1 L]
UT GOLF CLUB COWERS 107 +
d 2 CAS 7115 4500006818 2 L]
GOLF SHIRTS 181 +
Field Detail to Input
Item Make sure that the checkbox beside the item is flagged. The system
defaults a value from the purchase order. In cases of partial shipments
where one of the line items order was NOT received, remember to
“unflag” the checkbox beside the line item. In other words, if you did
NOT receive the item, unflag this box.
Quantity Enter the quantity to be receipted, in the unit of entry.
quantity is automatically converted to the stockkeeping unit of measure.
The system defaults a value from the purchase order.
1 cases of partial shipments, remember to change the default quantity
to the amount actually received.
EUn Unit of measure in which the goods movement or inventory count is
entered. The system defaults a value from the purchase order.
Delivery Flag this indicator if the goods receipt is expected to be the final
completed delivery (i.e. the purchase order quantity has been fully received or
when no further shipments are expected).
Stock type Leave this field blank.

To display the goods receipt document in detail, press the [Adopt + Details] push-

button.
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Reviewing G/L Accounts & Cost Center Before Posting:
To display the G/L accounts and the cost centers that were selected when creating the
purchase order, before posting occurs, select Environment, Purchase order ,

Acct, assgts. &

. To get back, press the green arrow,

Click the SAVE icon to post the Goods Receipt.

The following message will appear: “Document 50XXXXXXXX posted”

/ NOTE: Posting of the goods receipt document results in an entry being
recorded to the general ledger. This entry records the liability of the MWR/VQ
activity (to pay the vendor for the goods/service) on the balance sheet. The
following entry is made:

Debit: XXXXXX (Expense Account/Inventory or Asset
Account)
Credit: 201010 (GR/IR Clearing)
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z Change Goods Receipt

Very few fields on a goods receipt can be changed. The fields that may be changed
include the document header text and the item text. All other fields such as quantity, or
date cannot be changed. If these other fields require changing, the goods receipt should
be reversed using Movement Type 102 (see the following section).

In cases where merchandise is returned to the vendor, enter a new goods receipt using
Movement Type 122. You will note when using movement type 122, the quantity for
each line item returned is marked with a “-* or minus sign signifying its return to the
vendor.

Menu path: LOGISTICS = RETAILING=> MERCHANDISE LOGISTICS =2
INVENTORY MANAGEMENT = ARTICLE DOCUMENT = CHANGE

Transaction code: MB02

Screen: Change Material Document: Initial screen

Article docurnent  Edit Goto  Environment  System Help
& B H I Ca@ EREE 20403 FEE @
Change Article Document: Initial Screen
a3
Aticle doc. 5000EEE343
At_doc. year 2003
Field Description/Usage
Article doc. Enter the document number of the goods receipt that is to be
changed.
Art. doc. year Enter the fiscal year in which the goods receipt was posted.

Press the Enter key or click the green checkmark g to continue.
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Screen: Change material document XXXXXXXXXX: Overview

Adicle documnent  Edit Goto Epwironment  Systemn Help

& pldH @@ SR anan BE @M
Change Article Document 5000085343 : Overview

& {3 & Details fm itern  Article  Accounting docs...

‘Posting date: 01/27/2003 Mame  HO_PRS7F10
[terms
ltern  Cluantity Elln Aricle Site Sloc PO ltern 5 DI
BUn Aricle description Batch R mT 5T
110 EA 7115 4500008318 1 v
UT GOLF CLUB COVERS 101 +
2 2 CAS 7115 4500006818 2 W
GOLF SHIRTS 101 +
Field Description/Usage
All fields Display only

Menu Path: Go to = More functions = Header

Aricle document  Edit Goto Epvironment  System Help

& 2l 3@ EEHE D008 EE @
Change Article Document 5000085343 : Header
5]
ey
Docurment date 017272003 Fosting date 0142772003
A, doc. year 2003
Entry date 01 /27 f 2003 Titne of entry 0903 34
Tr.de,
Trans. fev. type WE Goods receipt for purchase order
Doc header text | Matme HO_PBE7F10
¥| Print Individual =lip

# Collective slip
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Field Description/Usage

Doc header text The document header text contains explanations or notes that
apply to the document as a whole, that is, not only for certain
line items.

Menu Path: Go to = Details from item

Article document  Edit  Goto  Enwironment  System  Help

& @@ CHE SDOan BE @
Change Article Document 5000085343 : Details 0001 / 0002

402 &3 Messages | Adicle | VW details...

Furchase order A5E000GR1E 1 hoverment type 101 GR for acct. assgt.
Reference doc. LH0000B5343 | 1
Site 7115 MIDS0UTH GOLF PRO SHOP BLDG M-
“endor 4EQAEEOOT 46 FING GOLF
Adicle UT GOLF CLUB COVERS

City in

Lnit of entry 10 EA

Deliv. compl.

Further information
Unloading point |

%

Acct assig.cat.

Mo. of GR slips 1 Company code 1146 Figcal yr 2003

Text UT GOLF CLUE COWERS

Field Description/Usage

Text The text may contain explanations or notes that apply to
certain line items.

]
Click to save the changed Goods Receipt

The following message will appear: “Document S0XXXXXXXX changed”
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z Display Goods Receipt

Menu path: LOGISTICS = RETAILING & MERCHANDISE LOGISTICS =2
INVENTORY MANAGEMENT = ARTICLE DOCUMENT = DISPLAY

Transaction code: MB03

Screen.: Display material document XXXXXXXXXX: Overview

Article document  Edit Goto Epvironment  System Help

& B3 dHSEeR CHE S TnO I EBE @M

Display Article Document: Initial Screen

2 &

Article doc. H000085343

Art._doc_ year! 2003

Field Description/Usage

Article doc Enter the document number

Art. doc. year Enter the fiscal year in which the goods receipt was posted.

Press the Enter key or click the green checkmark @ to continue.

Screen. Display material document XXXXXXXXXX: Overview
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System  Help

Arnicle document Edit Goto Environment

& B H QE@ DHE o0 HE @0

Display Article Document 5000085343 : Overview

42 E & Details fm item || Article Accounting docs. .

{Posting date: Q1427 2003 MName HO_PESFF10
ltermns
[termn  Cluantity Elln Aricle Site Sloc PO ltem 3 DCI
Eln A&ricle description Batch BT 5T
1 1@ EA 7115 4500006818 1 v
LT GOLF CLUB COVERS 101 +
22 CAS 7115 4500006818 2 v
GOLF SHIRTS 101 +
Field Detail to Input
Item Display only
Quantity Display only
EUn Display only

Menu Path: Go to = More functions = Header

Article document  Edit  Goto  Enwvironment  Systern Help

] ald H @@ ERE Do EE @M
Dispiay Article Document 5000085343 : Header

o)
A
iDocument date! 012772003 Fosting date 0172772003
Ar. doc. year 2003
Entry date 01427 /2003 Tirme of entry 09:03:34
Tr.few.
Trans./ev. type WE Goods receipt for purchase order
Mame HO_PB57F10
¥| Frint Individual =lip

& Collective slip
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Field Description/Usage
Document date Display only
Posting date Display only
Mat doc year Display only

Click E to return to the previous screen.

Menu Path: Go to = Details from item

Article document  Edit Goto Environment

aystem

Help

ald B I€@@& | 8 EE 5048 EE @

Display Article Document 5000085343 : Details 0001 / 0002

4| ¢ 2 E Messages

YWidhd details... | Adicle

Reference doc.

4500085315 | 1
50000853451

Maovermnent type

101 GR for acct. assgt.

Site 7115 MIDSOUTH GOLF PRO SHOF BLDG M-
Yendor 40000007 46 PING GOLF
Article UT GOLF CLUE COWERS
Gty in
Unit of entry 1o EA

¥ Deliv. campl.

Further infarmation

x

Acct assig.cat,

Mo, of GR slips 1 Cornpany code 1146 Fiscal yr 2003

Text UT GOLF CLUB COVERS

Field Description/Usage M/O/D/S

Purchase order Display only D

Movement type Display only D

Reference doc Display only D

Site Display only D

Vendor Display only D

Incoterms Display only D

Unit of entry Display only D

Acct assig cat Display only D

No. of GR slips Display only D

Company code Display only D

Fiscal year Display only D
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z Reverse (Cancel) Goods Receipt

This transaction should be used when it is determined that an incorrect Goods Receipt
was entered or an error was made during posting.

Menu path:  LOGISTICS = RETAILING & MERCHANDISE LOGISTICS =
INVENTORY MANAGEMENT = ARTICLE DOCUMENT =
CANCEL/REVERSE

Transaction code: MBST

v |4 HIiea@ DEE ™o BE &
Cancel Articfe Document: Initial Screen

|Adupt + details || Whi parameters. .. |

_EI'HEF’IZEIEIB

FO6E0ES343 (@)
2003

Defaults for document items
Reason for .

GRAG] slip !

Print 2 Individual slip
@ Collective slip

-
If you want to have all items selected automatically, click to adopt.

58 Accounts Payable




Financial and Controlling

Adicle document  Edit Goto Environment  System Help
@ BAH e S0 E atasa HE @E
Cancel Articife Document: Colfective Processing 0001 / 0002
a®E
Posting dale;  01/27/2003
ltems
ltern Quantity Elln Article Site Sloc PO ltern 5 DI
BEln Adicle description Eatch R T 5T
110 EA 7115 4500006915 1 U
UT GOLF CLUB COVERS 102 -
2 2 CAS 7115 4500006518 2 L]
GOLF SHIRTS 102 -

(You will notice that you cannot select or deselect items to be reversed.)

Otherwise, if you only want to cancel some of the items on the GR from the initial

screen press [ENTER] or choose the @ .

Aricle document Edit Goto  Environment  System Help

& BIE Qe D00 anan EE @0

Cancel Article Document: Selection Screen 0001 / 0002
El Adopt + details

iPosting date; 012772003
ltermns
[termn  Cluantity Elln Aricle Site Sloc PO ltem 3 DCI
Eln A&ricle description Batch R 5T

110 EA 7115 4500006918 1
UT GOLF CLUE COVERS 102 -

2 2 CAS 7115 4500006918 2
GOLF SHIRTS 102 -

(To deselect, click in the box that corresponds to the line item that you do not
want to reverse.)

Click to post the reversal.
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z Goods Return

Menu path:  LOGISTICS = RETAILING = PURCHASING = PURCHASE
ORDERS = PURCHASE ORDER = FOLLOW-ON FUNCTIONS = GOODS

RECEIPT

Transaction code: MB01

Screen 1:

Goods Receipt for Purchase Order: Initial screen

Field

Description/Usage

Document date

The document date is the date on which the original document
was issued.

Posting date Enter the return date.
Delivery note Leave blank.
Bill of lading Normally left blank

Doc. header text

The document header text contains explanations or notes,
That apply to the document as a whole not only for certain line
items.

GR/GI slip no.

Leave blank

Defaults for document

items

Movement type

“122” for a return to vendor.

Purchase order

Enter the relevant purchase order number to which the goods
return relates. The purchase order number should to be quoted
by the vendor on the shipping documents or packing slip. The
purchase order number can also be found on the goods receipt
copy of the purchase order (which is sent to the
warehouseman).

Site Enter the site from which the goods are being returned.
Reason for Enter one of the following codes for a goods return:
movement 0001 Poor quality

0002 Incomplete
0003 Damaged

Storage location Leave this field blank.

Suggest zero lines Leave this field blank.

GR/GI slip

Individual slip Leave the default value.

Print Check this box if you want to print the goods receipt
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M Goods Receipt For Purchase Order: Initial Screen

System  Help

Goods receipt  Edit  Goto  Movement bvpe  Environment

& ||

I ] Adopt +detail:  Purchase orders.. PO urknown W parameters..,

Document date ;1 1704720082 Pozting date
Deliveny note ! Bill of lading
Doc header text ; GR/GI slip no.

r Maovement type 122

i Purchase order |us 8080442 |

! Site 1123 * ' Reason far movement
' Storage location aaa1 o [T Suggest zera lines

[DE'EU“S 'D[ ducumenl itEmS .............................................................................................

;11!3#!29“2

rGR/GI slip——— SR
|
e O Individual ship

Press the [Enter] key or click the green checkmark g to continue.

Screen: Goods Receipt for PO: Selection screen 0001/ XXXX

Field | Detail to Input

Items:

Item Make sure that the checkbox beside the item is flagged. The
system defaults a value from the purchase order.

Quantity Enter the quantity to be returned, in the unit of entry.

EUn Unit of measure in which the goods movement or inventory

count is entered.

Delivery completed

Leave blank.

Stock type

Leave blank.

]
Click =l

the SAVE icon to post the Goods Return.

The following message will appear: “Document 50XXXXXXXX posted”
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STEP 3 OF THE THREE WAY MATCH PROCESS:

Z Logistics Invoice Verification

This method of invoice verification must be used for all purchase orders.

Posting of the invoice results in an entry being recorded to the general
ledger. This entry now moves the liability of the MWR/VQ activity (to pay
the vendor for the goods/service) to the actual vendor account, creating an
“open item” due for payment. The GR/IR account is “cleared”. The
following entry is made:

Debit: 201010 (GRI/IR Clearing)
Credit: Vendor Number (or balance sheet account — 201000 - the
reconciliation account for most vendors)

Menu Path: LOGISTICS = RETAILING = PURCHASING = LOGISTICS
INVOICE VERIFICATION = DOCUMENT ENTRY = ENTER INVOICE

Transaction code: MIRO

Enter Campany Code
Company code 146 @
v ¥

A Company code is required. Enter it on this pop-up window and click the green check
to continue. This window pops up the first time you select this transaction. To pay
invoices for a different company code after the first invoice is entered, use the icon

In the menu path go to EDIT > SWITCH COMPANY CODE to change to a different
company code.
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Switch company code O ER G
Switch to document parking

Enter Invoice

Show PO structure

Schedule background verification
Accept and post Ctrl+F11
Cancel F12

Basic data

Invoice date 012703

Posting date 01/27/2003

Reference HESS5874

Arnount [ Calculate tax
Tax amount I0 (&P sales tax, 0%) g
Text

Company Code 1146 MWR NSA MIDSOUTH MILLINGTOMN

m Goods/senice items =]

PO text

Purchase order/scheduling agreement =]

All information

Amount 7 |Purchase o... Tax code
L —ass =

Information on the invoice is entered via a series of tabs. The first tab is shown
below.

Invoice Verification

g|  uBiece CHE DDNND FE @®
Enter invoice: Company Code 1146

Hald

| Show PO structure H Show worklist | | % Simulate | | | Messages ||ﬂ Help |

=

Basic data

01/27/2003

Invoice date

Posting date 01/27/2003

Reference HES9574

Amount 350.00 [ Caloulate tax
Tax amount I0 (AP sales tax, 0%) ]
Text

Baseline date
Company Code 1146 WWR NSA MIDSOUTH MILLINGTON

Purchase order/scheduling agreerment @ | 4500006818 m Goods/service items + planned delivery B

All information

|Tax code
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Enter information in the following fields as specified in the table below.

Field Name Description/Usage

Transaction You can choose between the following transactions: Invoice,
Credit memo, Subsequent debit, or Subsequent credit. System will
default to Invoice — change if necessary

Basic data The first tab

Invoice date Enter vendor’s invoice date

Posting date Enter posting date, defaults to today’s date.

Reference Enter vendor’s invoice number

Invoice amount

Enter the gross amount on the invoice.

Calculate tax

DO NOT SELECT, Leave blank

Tax amount

Leave blank

Tax code Defaults to 10 (Do not change)

Purchase Order | Defaults to Purchase order/scheduling agreement

Information

Purchase order | Enter Purchase Order number.

number

Indicator for Select the indicator that says "Goods/Service items + planned
Delivery Cost delivery costs”. By selecting this indicator, if the PO has planned

freight the freight/delivery cost will automatically be displayed.
Field to indicate whether the PO includes delivery costs

Once you enter your reference document or vendor, press [ENTER]. You will note that
the purchase order line items now appear at the bottom of your screen

All line items come in “selected” or highlighted in YELLOW. If one or more of the line
items are NOT to be included in this payment, “unselect/deselect” them by clicking them
(they will no longer be YELLOW).
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2 document  Edit

Goto

Enter Invoice: Company Code 1146

Show PO structure | Show worklist ‘ @| Hold | P Simulate | O Messages Help

Transaction Irwvnice =) QO@ Balance 0.00 UsSD
Basic data k Payment k Details k Tax k Contacts k Mote | Yendor 40000007 46
FING GOLF
Invoice date [1/2752003 KARSTEN MFG CORP
Fosting date 01/27 52003 PO BOX 52450
Reference HES9574 PHOEMIX AZ 85072-2450
Armount 350. 00 UsD [ Calculate tax (B02) BE7-5362 (602) B87-5541
Tax amount 0 (AP sales tax, 0%) @
Text
Paymt terms 30 Days net Bank acct 252452742
Baseline date 0172772003 % BANK OF AMERICA, MA, GRANT & CRAYCROFT
Purchase order'scheduling agreement T | 4500006918 Goods/service items + planned delivery B
Display variant All infarmation =
- itern Amount Cluantity Un | B2 |Purchase o... PO ... |PO text Tax code V‘|_
i 150. 00 10EA | [] 45000069181 UT GOLF CLUB COVERS I0 (AP
2 200. 00 2ICAS| [] 4500008318 2 GOLF SHIRTS I0 (ASP. I

Moving on through the rest of the tabs, select the next tab “Payment.”

Invoice docurent  Edit Gaoto

& 2dH @@ LHE DDLn R @m
Enter Invoice: Company Code 1146

Show PO structure || Show worklist | EH| Hold | P& Simulate | £ Wassages Help

Transaction Invoice & OO@ Balance 0.00 UsD
Basic data = Payment k Details k Tax k Contacts k Note | Yendor 40000007 46
FING GOLF
BaselineDt  01/27/2003 Pmnt terms Y001 30 Days KARSTEM MFG CORP
Due on 02/26/2003 Days PO BOX 52450
Discount UsD Days net PHOENMIX AZ 85072-2450
Fixed || B02) BE7-5382 {F02) B57-5541
Pmnt meth. Pmnt meth. sup. Pmnt block Free for payment &
I, ref.
Eank acct 2524537432
BANK OF AMERICA, NA, GRANT & CRAYCROFT
Purchase order/scheduling agreement g | 4500006913 Gonds/senice iterns + planned delivery 8
Display variant All information ]
|_ Itern Armount Quantity Un | [ |Purchase o... |PO i... PO text Tax code W_|
| It 150. 00 10EA | [] 45000069181 UT GOLF CLUB COVERS 0 (AP
I 2 200. 00 2ICAS| [ 45000069182 GOLF SHIRTS 0 (AP
|
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Field Name Description/Usage
Payment The second tab
BaselineDt The default value is populated by the entry made in the document

date field. The default value is generally correct but the baseline date
can be changed. This date is the date from which the terms of
payment are calculated. There can be instances where the document
date is different from the Bline date.

Pmnt terms

This will default from the purchase order. Select via pull down
menu. It can be changed if necessary

Days Defaults from PO, however changes can be made here. If an invoice
has multiple days with multiple discounts, enter the 1% number of
days for 1* discount to be taken.

Percentage Cash discount percentage rate applied to the payment period, which
will default, based on the PO or it can be changed.

Discount Enter cash discount if discount is a ‘lump sum’ vs. a percentage

Days Net System will default from master record, change if necessary.

Pmnt meth. System will default from master record, change if necessary.

Pmnt Characteristic in an open item for the grouping of payments.

meth.sup.

Pmnt block Enter block if necessary.

Inv. ref. Used for credit memos. Enter SAP/AIMS invoice number if credit
memo should be linked/referenced to invoice.

Part. bank Leave blank

House bank

Leave blank

Payment ref.

Leave blank

Click on the “Details” tab.
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Invoice Verification Details tab

document  Edit Goto

(v} 200 @@ SHE OO0 EE @@
Enter Invoice: Company Code 1146

Show PO structure || Show worklist | |-_|ET| Hold | P Sirmulate ‘ O Messages Help

Trangaction Irvoice el Balance o.00 ‘Ush
Basic data k Payment ~ Details k Tax k Contacts k Mote | Wendor 40000007 46
FING GOLF
Unpl. del. csts KARSTEN MFG CORP
Currency usD Ex. rate 1.00000 PO BOX 52450
Doc. type “Yendor PO invoice g Inv. party 4000000746 PHOEMIX AZ B5072-2450
Iny. recpt date ! (B02) BE7-5362 (B02) BE7-5541
Agsignment G/L account 201000
Header texts
Plg level Planning day Bank acct 252453742
BANK OF AMERICA, NA, GRANT & CRAYCROFT

Furchase order/scheduling agreement E | 4500006918 Goodsfsenice items + planned deliver, Bl
Display wariant Al infarmation E
| |item Armount Cluantity Un |G [Purchase o...|PO ... |PO text Tax code W_|
| i 150. 00 10EA | [ | 4500006318 1 UT GOLF CLUB COVERS 0 (AP |
| 2 200. 00 2|CAS| [ 4500006918 2 GOLF SHIRTS I8 (AP [
|
Field Name Description/Usage
Details The third tab

Unpl. del. csts | Enter unplanned delivery costs without taxes. Note that the system
will allocate delivery costs entered among the individual items. If
you have planned delivery costs (that is freight that is included on
the PO, you do not have to enter anything here!).

The unplanned delivery costs will not post to the freight g/l account
731000 like it does if it is planned freight. The unplanned freight
posts to the expense account of the items that are being invoiced.

Doc. type DO NOT CHANGE THE DEFAULT!

Inv. party Will default from Vendor Master, if partner vendor is identified
within the Vendor master this vendor will appear. If an alternative
payee is necessary, enter the new vendor number here.

Inv. Recpt Enter date
date
Assignment The assignment number is an additional information reference field

in the line item.
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Header texts | The document header text contains explanations or notes, which
apply to the document as a whole, that is, not only for certain line
items.

Cent. bank Leave blank
Sppl. entry Leave blank
Serv. ind. Leave blank

Below is a view of the “Tax” tab. Do not make any changes.

2 document Edit Go
Ba0 @ DHE HDhoan BE @m
Enter Invoice: Company Code 1146

Show PO structure | Show worklist | ﬁ| Hold | % Simulate | 8 Messages Help

Transaction Irvaice e Balance 0.00  UsD
Basic data k FPayrnent k Details '~ Tax k Contacts k Mate | “endor 40000007 46
PING GOLF
Tax doc.currency Tax code @ KARSTEN MFG CORP
I0 (AP sales 1.|% Calculate tax O PO BOX 52450
* PHOEMX AZ 85072-2450
#|[<] Met praposal (502) B57-5362 (B02) Ba7-5541
o :
K|y | KNI
Bank acct 252452742
Tax total @.88 usp BANK OF AMERICA, NA, GRANT & CRAYCROFT
Purchase order’scheduling agreement T | 4500006918 Goodsfservice iterms + planned delivery
Display variant All infarrnation g
Item Amount Cluantity Un | G2 [Purchase o... PO . |PO text Tax code \.’1_|
i 150. 00 10EA |[ ] 4500006918 1 UT GOLF CLUB COVERS 10 (APl
2 200. 00 2ICAS| [] 4500006818 2 GOLF SHIRTS 10 (Af?...ﬁﬂ‘

Remember: Do not make any changes on this tax tab!

Select the “Contacts” tab. No action is required on this screen.
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document  Edit

Goto em  Help

4 Ca@ CHE Nnoan HE @
Enter fnvoice: Company Code 1146

[

Show PO structure | Show warklist ‘ qﬁ| Hold | P& Simulate | O Meszages Help

Transaction Irvoice g Balance 0.o0 USD
Basic data k Payrment h Details } Tax = Contacts k Mote | Yendor 40000007 46
FING GOLF (&
Contact person for item 1 KARSTEN MFG CORP
UT GOLF CLUB COVERS PO BOX 52450
Reguigitioner Unknown PHOEMX AL 85072-2450
! (B02) B87-5362 (B02) B87-5541
Buyer Marcia Stesle
Cornputer Services g 901-874-4884 4884
GR processor Marcia Steele Bank acct 2562462742
Computer Services g 901-874-4884 4884 BAMNK OF AMERICA, NA, GRANT & CRAYCROFT
Purchase order/scheduling agreement T 45000065918 E Goods/service items + planned delivery &

Display wariant All information g
|_ ltem Armount Quantity Un | G2 |Purchase o...|PO ... |PO text Tax code V1_|
| i 150. 00 10EA | [ | 45000069181 UT GOLF CLUB COVERS I (A/P.] [H
| 2 200. 00 2/cAS| | 4B0000A918 2 GOLF SHIRTS 10 (A/P.J |
|

Select the “Note” tab to add any notes or import a local file.

Irvoice document  Edit Goto

Enter Invoice: Company Code 1146
Show PO structure || Show worklist | |-_|ET| Hold | P& Simulate ‘ O Messages Help

Transaction Irwnice [ed} OO@ Balance 0.o0 UsD
Basic data k Payment h Details k Tax k Cortacts = Mote \ “Yendor 40000007 45
FING GOLF
A E R SR EREE KARSTEM MFG CORP

PO BOX 52450
PHOEMIX A7 85072-2450

|| 502y B67-5382 (B02) BA7-5541

This is where you can write notes

~LitT, Co37 Ln1-Ln0Oof1 lines Bankacct 252452742
BANK OF AMERICA, NA, GRANT & CRAYCROFT

Purchase order/scheduling agreement @ | 4500006218 Goodsfserice items + planned delivery Bl

Display variant Al infarmation i
|_ ltem Amount Quantity Un |G2 |Purchase a...|PO Q... |PO taxt Tax code V1_|
| 1 150. 00 10EA | [ 45000068918/1 UT GOLF CLUB COVERS I0 (AP
| 2 200.00 2CAS| [ | 45000069182 GOLF SHIRTS I0 (A/P. [H
I

Underneath the tabs are the entry fields for reference information.
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[ Simulate

Review the document by hitting the Simulate icon —_____. [f the document is in
]

balance and correct, select save

If certain errors exist, you will not be able to post it. The system will generate a message
“Invoice document still contains messages.” All errors must be resolved prior to posting.

After correcting the errors, select save

If the document is in balance and no error messages exist, you will received a message
with a document number.

Remember: If you are entering invoices for multiple company codes, remember to
change company codes prior to entering invoices!

Z Invoices where prices vary from that of PO price

If your invoices show a price difference from that of the PO line item, your invoice will
not “balance” and you will see the following notation when trying to save the invoice.

Typ |Message text LTxt| Item|Origin

FAY
@ |Maintain vendor-specific tolerances for wvendor 4000015292, company cot Check invoice document
B |Balance not zero: 5.00 debits: 25.00 credits: 30.00 Check invoice document

Mo deliwvery costs selected for invoice document % Assignmnt

YA M4 HEFAFEROMBEBET &1 @1 H X

Y ou must resolve these discrepancies prior to posting the document. A price difference
requires a purchase order modification (this necessitates a return to the Procurement
Department). If there is a price difference you will get a hard ERROR and you will NOT
be able to save/post the invoice.
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Imvoice document  Edit  Goto

(] B dH eEe SR ahoa BE @
Enter Invoice: Company Code 1146

Show PO structure | Show warklist | |:|ET| Hold | P& Sirmulate ‘ B Messages Help

Transaction Invoice Bl @00 Balance 5.00 UsSD
Basic data k Payment k Details k Tax k Contacts k Note | Yendor 4000015292
OMMNIARK YWEY SERVICES
Invoice date 02/10/2003 QUACHITA CHALLENGE
Posting date 02/10/2003 3911 HIGHWAY 8 WEST
Referance 998778 MEMA AR 71953
Arnount 30.00 usn ] Calculate tax 4?9-394-2010
Tax amount 10 {A/P sales tax, 0%) B
Text
Faymt terms Due immediately Bank acct
Baseline date 0271072003 % [ ol
Purchase arder/scheduling agreement @ 45000065821 Goodsiservice items + planned delivery &l
Display variant All information &l
ftem  |Amount Quantity Un | Purchase o... PO i.. [PO text Tax code |Vu
1 EA |[] 45000068211 ENTRY FEE 10 (AP
2 25.00 1EA || | 4500006821 1 ENTRY FEE I0 (AP [{
[+]
| [~]
[JleL T ILalv]
172 lems

Exception to price variance:
There is a price variance exception that is allowed for prime vendors for all items
EXCEPT fixed assets. They can have 5% over and 5% under price variance from the

original price of the PO. (The percentages are currently being reviewed by the NPC
Procurement Department and may change.)

If the price difference is within the acceptable amounts, you must edit the line item of the
purchase order section of the invoice verification screen (the bottom portion).

Go to the line with the price difference and change the amount/price to that of the
invoice. Remember — only a 5% over or a 5% under variance is acceptable. If it outside

of those boundaries the system will return a hard ERROR that will not allow the invoice
to be saved or posted.

After making all changes to the appropriate line items, review the document by clicking
E Simulate

on the simulate icon,

E{

If the document is in balance, select save

Record the document number on the original invoice.
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Note: Both BPA’s and NAF credit card payments will be processed using Direct Invoice
Methods, NOT Logistics Invoice Verification. Goods receipts for BPA calls and credit
cards wil be handled manually outside SAP. Invoices will be posted as Direct Invoices
and payments processed either via EFT or, if necessary, by issuance of a check.

z0ther Features to Posting Direct Invoices

Since the upgrade to version 4.6c, some new features have been added to the posting
direct invoice screen.

Invoices with many line items can now be more easily displayed by pressing a button,

El , which will hide the invoice header information. This leaves more room on the
screen so that all of the line items can be displayed.

To do this click once on the hide header data ico

Enter Invoice: Compan

hise-worklist | ‘

| Show PO structure | =

Basic data |

Payment | 1 1 1 “endor 4000015045

HARDINS SYSCO FOOD SERVICE LLC

Invoice date 02/19/2003 4359 BF GOODRICH BLYD

Posting date 02/06/2003 MEMPHIS TH 38118

Reference SY500887 USA

Arnount 149 .50 UsD [ Calculate tax (201} 369-9277 (901} 367-0445

Tax amount 0 (AP sales tax,0%) @ =

Text

Paymt terms 19 Days net Bank acct 030208678

Baseline date 02/19/2003 FIRST TENNESSEE BANK NA, PLAZA GARDENS
Furchase order/scheduling agreement @ 45000065988 ﬂ

All infarrmation =]

Amoum Cluantity

| o o

[ @aA1 () (100 el | mwrsap
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After you click on it the screen changes to look like the following screen shot.

H &@@ & HE abhoaa AF @ o

Enter Invoice: Company Code 1146
| Show PO structure H Show worklist | | | @ Simulate | | |Q Messages || Help |

Purchase arder/scheduling agreement T 4500006986 - Goods/serice items + planned delivery B
All information

Cluantit Un Purchase o... PO text Tax code
¥ n &2 |
L

10 (A/P.

Q| M| — | | 03| | 03] i
(] o]

The line items are all displayed. To change it back and display the header information,
simply click once more on the same icon.

It is now also possible to go from the Enter Invoice screen directly to the Vendor’s

o |

account. To view the vendor’s open items, click on the line item list icon.
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g| 19 B e@e CHl 8Dnoan AR @B
Enter invoice: Company Code 17146

| Show PO structure H Show worklist ‘ | ‘ E Simulate | | |Q Messages ||ﬂ Help |

= : This is the Line
Basic data Payment | Details Contacts ¢ .
HARDINS 5YSCO FOOD SERVICE LLC Item Display
Invoice date 02/19/2003 4359 BEF GOODRICH BELVD ICOII
Fosting date 02/06/2003 MEMPHIS TH 35118
Reference SYS00987 USA
Ay 149.50 USD O Calculate tax (301} 389-9277 (301) 367-0445
Tax amount 0 (AP salestax, 0%) B i
Text
Paymt terms 19 Days net Bank acct 030209678
Baseline date 02/19/2003 E FIRST TEMNESSEE BANK MA, PLAZA GARDENS
Purchase ordetscheduling agreernent @ | 4500006988 =

All information

Guanity un [@ [Purchase 0. PO 1 [P0 tex
L]

1 o

After clicking on the line item display icon once, the following screen appears. To return
to the “enter invoice” screen simply go back one screen.

HI @ B EE D008 ER I @EE

Vendor Line ftem Dispfay
| |

" Gtat |CoCd | Reference Doc.no. Type |Document date |Posting date Pl | DD |Met due date = Armount in local cur. | Text
B |1146  |LKD0287Y 3500000205 KR |01M7/2003 01/17/2003 31 | 3@ [02/10/2003 750.66- | *ORDER #4435
a = 750.66 -

Account 4000015045 chue 750.66 -

=N man 750.66 -
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z Display Invoice Verification Documents

Menu Path: LOGISTICS = RETAILING = PURCHASING = LOGISTICS
INVOICE VERIFICATION = DOCUMENT ENTRY = ENTER INVOICE

Transaction code: MIRO
This function replaces the old transaction MR3M, which can no longer be used. There is

now the capability to display Invoice Verification Documents directly from the MIRO
data entry screen. To display, click on the “Other Invoice Document” icon. &j

Invoice document  Edit Goto Systerm  Help

B HI©@Ea SR B DaE

Enter fnvoice: Company Code 135
Show PO structure | Show worklist | o5 “Haold Simulate | Messages Help

Transaction Irvoice g @00 Balance 0.0
-]
Basic data k Payment k Details k Tax k Contacts k Note ‘
Invoice date |
Posting date 0271272003
Reference
Amount [] Calculste tax
Tax amount 10 (AP sales tax, 0%) B
Text
Company Code 1353 MWR MID-ATLANTIC REGION NORFOLK
Purchase arder/scheduling agreement ] Goods/senvice items =]
Display variant All information 2
Item  |[Amount Quantity Un |G |Purchase o...|PO Q. [PO text Tax code VU
[]
| " [~]
[l g L0
B/ 0 ftems
Field Name Description/Usage
Invoice doc. Enter the document number of the invoice you want to display
number
Fiscal Year Enter the fiscal year that the document was posted in
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5190056884
003

0G5 EE @D
Dispiay fnv. Doc. 5190056894 2003 (Cancellation of 5190056893 2003)
| Show PO structure | | | Follow-on documents ‘ ‘ |ﬂ Help |

519856884 2083
. Contacts | “endor 4000015150

Basic data  Payment | Details

BIMBO BAKERIES
Document date 02/1572003 BEST FOODS
Paosting date 02/15/2003 PO BOX 841373
Reference ITESTOS5A DALLAS T 75284
Amount 44.94 usD O Calculate tax {214) 956-2026
Tax amaunt 0.0 10 (AP sales tax, D%) El E
Text
Paymt terms 15 Days net Bank acct
Baseline date 0271572003

All information g
PO text Tax code

| ftem lAmownt  lauantity  |un [&2[Purchase . [POI. |
B o i

To display the accounting documents associated with this invoice document, click on the
Follow-On Documents icon.
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List of Docurnents in Accounting

Documents in Accounting

Document category Document n|Ar
Accounting document 5100000007
Spec. purpose ledger 1001345948

W & Original document O 3

Double click on either option to display the documents or click green checkmark.

Edit Golo
& q E

Document Overview
2B MNE T BT E M [ Choose [ Sae TF B & E H Tax data [H [E

Document

RE DDO0 EE @

1 1Tw ]

Doc.type :© RE ( Wendor PO inwoice ) Mormal document

Doc. number 5100000007 Company code 1138 Fiscal year 2003
Doc. date B2/15/2003 Posting date 02/15/2003  Period o5
Ref . doc. ITESTO3EA

Doc.currency  USD

Itm|PK|S [Account Account short text Cost ctr Order Assigrment Amount (Text
1(21 4000015190 |BIMBO BAKERIES 20030215 44 34 [MIR4
2|96 |201010 GR/IR CLEARING 4585 45000062940001 44 34-
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z Reversal of Individual Logistics Invoice Documents

Documents that have been posted in error can easily be reversed. SAP provides
functionality to automatically generate a reversal document, when the user specifies the
original document.

Remember that reversal documents cannot be posted to a period that is already closed,
and where the financial statements have already been generated. Generally, SAP will use
the posting date of the original document as the reversal posting date if it is within the
current period. The user may specify a different posting date. It should be in the same
accounting period as the original document. If it is determined that an invoice from a
previous (closed) period needs to be reversed, you must specify an alternate posting date
because the system cannot post to the original.

There are now two options for reversing documents. The first option is the same as it has

been in the past, from T-code MR8M. The second option is from the MIRO screen. The
document can be displayed and reversed directly from MIRO.

Menu Path: LOGISTICS @ RETAILING = PURCHASING = LOGISTICS
INVOICE VERIFICATION = FURTHER PROCESSING = CANCEL INVOICE
Transaction code: MRSM

Screen: Reverse Document: Header Data

Field Description/Usage

Invoice Enter the document number to be reversed.
doc.

number

Fiscal year | Enter the fiscal year in which the document was originally posted.
Remember that MWR/VQ uses document numbers that are company
code dependant and that reset themselves after they reach the end of the
respective number ranges. Therefore a unique document can only be
found when both the document number, company code and fiscal
year are specified in combination. This combination is a unique key
in the database that identifies a particular document.

Details for cancellation posting

Reversal Currently, MWR has three reversal reason codes that can be used. This
reason code is only used for reporting purposes (i.e. document reports can be
executed with reversal reason code as a selection criteria). The valid
reason codes are:

04 Reversal in current period
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05 Reversal in closed period (alt posting date)
06 Accrual reversal

Reason code # 03 should only be used for self-reversing journals
(AJVs). Reason code # 01 should be used when the original document
to be reversed was posted in the current period. Reason code # 02
should be used when the original document to be reversed was posted in
a closed period.

Posting This field could be left blank if the posting date for the reversed

date document is similar to that of the original document. This field must be
filled when using reversal reason code # 02 - you must indicate the date
you want the reversal posted (it CANNOT be in a closed period...it
must be a date in the current period you are using). This field should be
left blank when using reversal reason code # O1.

Irvoice document  Goto  Syste

& BB @& IBEE 0L EE @D

Cancel Invoice Document

Sy Display doc.

Invoice doc. nurmber 5190056924
Fiscal year 2003

Details for cancellation posting

Reversal reason a1

Posting date @

Click on the & Display doc. | j.o1 to see the document for cancellation.

Click on & to escape to the previous screen.

To reverse the document, click on the Save icon

NOTE: After reversal has been made. You will need to manually clear the reversal
document with the original document (See section on Manually Clearing Documents).

This is the second option for reversals:

Menu Path:  LOGISTICS = RETAILING = PURCHASING = LOGISTICS
INVOICE VERIFICATION = DOCUMENT ENTRY = ENTER INVOICE

Transaction code: MIRO

-
The first step is to click on the Other Invoice Document icon. G
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da - N P 2N

Enter Invoice: Company Code 1146
Show worklist | | | @ Sirulate | | | Messages ||ﬂ Help |

B

| Show PO structure |

; e P P P e P
Basic data | 1 1 ( 1

Invoice date

Posting date Q2/10/2003

Reference

Amaunt [ Caleulate tax
Ta amount 10 [A/P sales tax, 0%) ]

Text
Company

_E190856924
-QDDS

E’a Gondsfservice items 4]

All information

-

O e ey
Bele @ @ |\ (@ m

A popup box will appear and you will fill in the document number of the invoice you
want to reverse and the fiscal year that it was posted in.
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ajaH @@ CHE DDhOaDIEE O
Display Invoice Document 5190056924 2003

‘ Show PO structure | | | Follow-on documents | ‘ | | Help |

]

51800665924 - 2003

Yendor 4000015292

Basic data | Payment | Defails | . Contacts

OMMNIARK WEY SERVICES

Invoice date 02/10/2003 QUACHITA CHALLENGE

Paosting date 02/10/2003 3911 HIGHWAY 8 WEST

Reference 998776 MENA AR 71953

Arnaount 25.00 usD O Caleulate tax 4759-394-2010

Tax amount o.6e 0 (AP salestax,0%) @ ]

Text

Paymt terms Due immediately Bank acct

Baseline date 02/10/2003

All information ]

d text -Tax code II
[ 0 I

E= SR 1 R -

There is a new icon on the screen, the reverse document icon.

Click on this icon and another popup box will appear where you must enter the reversal
reason and posting date if it is to be reversed on another date than the original posting.
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document  Edit

Goto
& ajdH @@ SDEHE DHDDO0EE @
Display Invoice Document 5190056924 2003

Show PO structure ‘ Follow-on documents | P2l ‘ Help

Transaction Irwaice & 5190056824 2003
Basic data k FPayment k Details k Tax k Contacts k MNote | “endor 4000015292
OMNIARK WEY SERVICES
Invoice date p2/10/2003 QUACHITA CHALLEMGE
Puosting date 02/10/2003 3911 HIGHWAY 8 WEST
Reference 8998776 MEMA AR 71953
Amount 25.00 usD [ Calculate tax 479-394-2010
Tax amount 0. ee I0 (AP sales tax, 0%) El
Text =1 )
Paymt terr E Bank acct
R | el
Baseline d Exeisgllicas oM | [«] % f ol
Posting date =]
7 R Display variant All irfarmation 5]
ltem Amount Gluantity Un |G |Purchase o, |PO.. PO text Tax code !
2 25.00 1EA | [ | 45000068211 ENTRY FEE I0 (A/P. [|:|
[+]
- -]
(L] [l ]
10 iems

Hit the enter key or click on the green checkmark icon.

The following message will appear after the document is reversed:

Inforrmation

Dacument reversed with no. 5130058327: Pleaze
o manually clear Fl documents
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z Manually Clearing Vendor Line Items

Menu Path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = ACCOUNT = CLEAR

Transaction code: F-44

/

NOTE: This process should be done after a “payment on account” has been
performed and the offsetting source documents (i.e., goods receipt and invoice) have
been received.

A “PAYMENT ON ACCOUNT” could be done in a situation where a prepayment to the
vendor is required prior to receipt of goods and/or invoice. For example, a check must be
prepared in order for the Post Office authorising the postage meter increase or a check is
necessary for prepaid ITT tickets. The check is prepared as a “Payment on Account”
resulting in a check being cut with NO offsetting invoice or paperwork. (see: “HOT
CHECKS” for Payment On Account)

After receipt of the increased meter postage from the Post Office, (or receipt of the ITT
tickets), the receiving document should be returned to the Accounts Payable Technician.
This receipt should be processed as a “goods receipt and invoice verification” in the case
of procurement through a purchase order. If the direct invoicing method is used, the
receipt of the postage or the prepaid tickets should be used to enter the “invoice”.

Once the invoice has been entered into the system, you will note that the vendor has two
“open items” - one invoice and one payment (with matching amounts/items). However,
in the SAP system they are unmatched and NOT CLEARED as are normal payments.
The SAP system cannot automatically match these items as is (payment first and invoice
second), so MANUAL CLEARING is required.

/
NOTE: The automatic payment run program will handle the above-mentioned
clearing automatically for most routine payments.
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Document  Edit Goto  Settings  System  Help

& 2/dH I €aQ OEE O Ta0 EE RN
Clear Vendor: Header Data

Frocess open items

Account 4000015292 Clearing date; 02/10/2003° Period 5

Company code 1148

Cpen item selection
Special GAL ind Marrmal Ol

Additional selections

@ Mone
| Assignment
| Site
1 Amount
i Document number
| Posting date
) Reference
i Document type
I Business area
' Posting key
) Document date
1 et due date

Field Description/Usage

Account Enter the vendor account number to be cleared
Company Code Enter the appropriate company code

Clearing date Enter the date

Period Enter period

Currency Enter “USD”

Open item

selection

Normal OI (open | Be sure this indicator is flagged

item)

Special G/L Ind. Can select a G/L indicator from drop down, if needed.
Additional

selections

Criteria List Can choose any of the selection criteria
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In the ADDITIONAL SELECTIONS section, you may indicate the field on which to

clear. In most Accounts Payable situations, the NONE will be the field used to clear.
Click the NONE field.

Click . S and all open items for the selected vendor will appear. Select (by

double clicking) the amounts of the items that you want to clear. The amounts should
change from black to blue (as pictured below) or red depending on your user profile.

Document  Edit Goto  Settings  Enwironment  Systern Help

(v} DI eEe LHE anan HEE @M

Clear Vendor: Process open items

2 [ Distribute difft. | Charge off difft | 27 Editing options

Standard k Partial prt k Res. iterms k Withhldg tax |

Account items 4000015282 OMMNIARK WEY SERVICES

Reference Document ... |D..|Dacument ... |P.|5Da... USD Gross Cash discnt Cash...
985776 51000000B5[REDZ/10/2003(31| [0 25.00-
898775 510000006 [REZ/10/2003(21) (0 25.00
(DI [
@ |[H] Amu...| |if:|’ﬁ Gruss<>...||ﬁ:ﬁ Currency| | 1 ltems “n” lterns | | T Disc. \h” Disc. |
Editing status
Mumber of iterms d Amount entered b.og
Display from item 1 Assigned 0. 00
Reason code Difference postings
Display in clearing currency [’\\S Mot assigned 0. 00

After you have selected the items (by double-clicking on the line item amount or by

clicking once and selecting the "activate items icon” i ems you want to clear, then

click the Save button The items are “CLEARED”.
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To double check that the items are cleared:

Menu Path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = ACCOUNT = DISPLAY/CHANGE LINE ITEMS

Transaction code: FBLIN

You will note the items no longer show as OPEN ITEMS but have moved down to
CLEARED ITEMS.

=Vendor Line Item Display

List Edit Goto Envionment Seftings Spstem  Help -

& || R le@ee | MR Do | BE @
HA P s 2B QAP BAY (BE B Gchos s | 3 B Bl B | E Eselcion:

Status: B open £ Parked @ Ccleared —
Due date: overdue & Due ¢8 Hot due
St ([Assignment Doc .no . Type Doc. date |S|DD|Amount in local cur. |LCurr |Clrng doc. |Text
I @ 2100800067 (KG 85 /1272008 225.00 (uUsD 2400000005
I~ @ 2500002291 (KR 8272372000 36.00- (USD 2400000005
I @ [MAYPORT BOGEYS 35000082261 |KR 02/22/2000 81.00- |USD 3400000005 *=ACCT 0400521 BOGEYS
I @ (MAYPORT BOUWLIHG 3500082264 (KR 8272272000 63.88- (USD 3400000005 | *ACCT 8400521 HAYPORT
I ‘@ (HAYPORT BOUWLIHG 2500002265 (KR B2/22/2008 45 .00- (UsSD 2400000005 | *ACCT 8400521 HAYPORT
= @ 0.00 |USD
% RCCI]II.I\nt 4008000087 8.808 (UsD
123
St (Assignment Doc.no. |Type Doc. date S|DD Amount in local cur. (LCurr Clrng doc. |Text
e 0.00 |USD

i
[SET 100~ | mwrsa pd [INS [ 1405

z Reset Vendor Cleared Items

This procedure is used to reset the clearing between two or more documents. Effectively,
this transaction breaks the clearing “link” and makes the documents open items again.
For example, two documents may be mistakenly cleared against one another.

This transaction is never to be used to reverse check payments to vendors. Always use
the check management functionality.

Menu Path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = DOCUMENT = RESET CLEARED ITEMS

Transaction code: FBRA
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Screen: Reset Cleared Items

Field Description/Usage

Clearing Clearing document number to be reversed

document

Company code Enter the company code for the base/fund in which the

cleared items are posted.

Fiscal year The financial year in which the clearing document was
posted.

To view the related documents, click on [Items] under the toolbar. This will display the
line items that were cleared together. To view the individual documents, double-click on
the desired line item.

Click on <& to return to the original screen.

To view a list of the accounts included in the clearing document, click on [Accounts]
push-button.

Click on @ to return to the original screen, then:

To reverse the clearing document, click on

A “Reversal of Clearing document” screen will appear.

The push-button ....8N1Y kesetting  :is pressed, the clearing document will be reset
as an open item. No reversal posting is generated. The related invoices will be open
items again, however the original clearing document will remain. This feature should
only be used for resetting manually cleared items.

A message “Clearing XXXXXXXXXX reset” will appear. Click on the icon G to
continue. This is followed by another message “ Document XXXXXXXXXX was posted in

&

company code XXXX’. Click on the icon to continue.
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z Payment Runs - Automatic Payments

In order to execute the payment program two conditions must exist:

¢ a vendor or customer master record must exist
¢ open items due for payment for that vendor or customer.

The payment program analyzes all open items and determines which items should be paid
and how (i.e., by check or by Electronic File Transfer (EFT)). Since MWR and VQ wish
to maximize their cash discounts, the payment program will determine when to pay items
to ensure that all cash discounts are realized.

MWR/VQ has two valid payment methods for paying vendor and customer open items:
check and EFT (ACH /CTX file formats).

The EFT proposal run is created at 1500 CST each day. The proposal reports are
distributed to each Region automatically, and by company code. The report should
be reviewed and analyzed by the AP technicians in each Region to determine
whether corrective action is necessary (i.e., invoices that should not be paid need to
be blocked, or exceptions need to be unblocked). You have from about 1530 CST to
0945 CST (next day) to make the corrections that you deem necessary. To make the
corrections you must SAPmail the HQ EFT Coordinator contact given to you by
your supervisor, to either block or unblock a particular vendor.

Remittance Advices (Advices that tell the vendor how much they are being paid and for
what items), will be automatically faxed to the vendor (if the correct fax number is
maintained in the master record). For those vendors with no fax number, the remittance
advice is mailed from MWR HQ.

Payment runs for checks (different from “Hot Checks”) should be kept to a
minimum, as the Debt Collection Act of 1996 requires payments to vendors must be
through EFT wherever possible.

“Hot Checks” (or individual checks) can be printed at each region for such things as

petty/change fund replenishments, customer refunds, emergency checks, etc. For the
process for creating “Hot Checks” see “Manual Payment Hot Checks.”
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z Perform Automatic Payment Run for Checks

This process describes the automatic posting of payments and printing of system checks.
It is important to note that blank checks will be used to prepare checks (all types of
checks). Blank check stock can be loaded into the printer identified as the "check
printer".

H This printer is SPECIFICALLY to be used for the printing of checks and
CANNOT be used for any other purposes. There is a special toner cartridge that
is housed in the printer that contains MICR ink that enables the bank to read the
ABA (bank routing number) and bank account number. Under no circumstances
should this toner cartridge be removed and inserted into another printer without
prior authorization by MWR HQ (additional configuration may be required). We
recommend that the blank check stock be properly secured along with the
MICRO CHIP that is inserted in the Checkbox device that is attached to the
printer. This MICRO CHIP holds the MICR encoded string AND the electronic
signature and SHOULD always be kept secured in a safe or locked receptacle
when not in use! Access to the MICRO CHIP should be restricted. Additionally,
in order to ensure adequate internal controls, the ability to "run checks" should be
restricted to 1 or 2 individuals!
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z Maintain Header Data

Menu path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = PERIODIC PROCESSING = PAYMENTS

Transaction code: F110

g 0B Ieee CHE SHto0IRE @B
Automatic Payment Transactions: Status

2112003 (@)
Idenification L GPENT

Status |

Status
Mo parameters entered as yet

90 Accounts Payable




Financial and Controlling

Field Description/Usage

Run date Enter the date that you want the payment to be run on in
the format MM/DD/YYY'Y. The run date is used for
identifying the parameters. To view the parameters of a
payment run created previously, use the search help pull-
down.

Identification This is the identifier for the CHECK run. A standard
naming convention is used as follows:

CJAX1 — Used by Jacksonville Region (CNRSE)
CSEA1 — Used by CNRNW

CMAMI1 —Used by Mid-Atlantic Region MWR
CMAV1 — Used by Mid-Atlantic Region VQ
CSDGI1 - Used by CNRSW

CGLK1 - Used by NS, Great Lakes

CNNE1 — Used by CNRNE

CMDSI1- Used by NSA Midsouth

CPENI — Used by Pensacola Region

CHWI1- Used by Hawaii Region

If there are multiple check runs each day, replace the “1”
with “2” for the second run, “3” for the third, etc.

Press the [ENTER] key or click on @ to determine current status. Note: at any time
view the status box to determine the status of the payment program.

Pararmeter
Click on the Tab [Parameter] to access the Automatic Payment

Transactions: Parameters screen.

Z Maintain Parameters

Enter the payment proposal's parameters. These parameters are limiting criteria that
include the following: company code, payment methods, next posting date, and
vendor/customer accounts.
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Screen: Automatic Payment Transactions: Parameters

] \< D @@ DHE ODO00 AR @@
Automatic Payment Transactions: Parameters

B.ex./pmt reguest..

_DQH1.|"QBD3

Farameter

Free selection  Additional Log | Printout/data medium

Pasting date 04/04/2003 Docs entered up to 04/04/2003

Custarer items due by

Fayments control

Company codes |F'mnt meths |Next pidate \_I
1138 @ 04/05/2003 D
5139,8329 C 04/05/2003 =
4139 c 04/05/2003 [~
Accounts Foreign currencies

“endor 1000000000 To 4099999998 | = Rate type for conversn

Customer To | L

Field Description/Usage

Posting date This field defaults to current date. This is the date that appears as
the posting date for the payment document and the check date.
This date will generally coincide with the payment run date.

Docs entered This field defaults to current date. It may be changed, if necessary.
up to
Company Enter all of the company codes that are to be paid together. If
codes local Accounting Offices are required to process a check run, then
only the appropriate company codes should be entered. Multiple
company codes should be separated by a comma.

Pmnt meths Enter the payment method ‘C’ for check payment. Local
Accounting Departments are NOT authorized to initiate EFT
transactions.
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Next p/date Enter the date of the next future payment run. This allows the

(next payment | system to pay items that would otherwise lose the vendor discount.

run) Since payment runs are expected to be executed everyday, the next
day’s date should be entered, unless other procedures are in place
at your local business office.

Accounts

Vendor To pay a range of vendors, enter a beginning vendor in the from
field and an ending vendor in the to field. It is not efficient to pay
a single vendor using the automatic payment program For
example, enter range 1000000000 to 4099999999.

Customer To pay a range of customers, enter a beginning customer in the
“from” field and an ending customer in the “f0” field. In general,
customers credit items (e.g., over-payments) will not be paid using
the automatic payment program, so these fields should be left
blank. An important exception to this “rule-of-thumb” is the
payment of unit allocations or funds on deposit with MWR. All
ships, units and other commands should be created as customers in
the AIMS system. When a unit requests withdrawal of funds held
on deposit with MWR, a payment can be made to this customer
via the automatic payment program.

Foreign

Currencies

Rate type for Foreign currencies are not currently used, so this field must be left

conversion blank.

/ NOTE:

SAP selects all documents among the documents that have been entered (vendor
invoices, other vendor credit open items, customer credit open items) up to the date of
the payment run. Then, the system matches them to the date identified as the next
payment date to calculate which documents must be paid during this payment run. In
other words, if a document will be overdue by the next payment date, the open item will
be selected in the current payment run. For example, if the documents entered “up to
date” is 04/01/99 and the next posting/payment date is 04/30/99, SAP selects all
documents with a payment term of V003 (net due 15 days) or less.
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Click on Tab [Free Selection] Free selection

v|< 0 @@ DG fnoas BE @

Automatic Payment Transactions: Free Selection

_02."1”2083

Mentfieation  CPENT

Selection criteria
Field name  Payment methads @ Exclude values
Walues T
Field name @D Exclude values
Walues
Field name @D Exclude values
Walues

Field Description/Usage

Selection Criteria

Field Name Hit the drop-down menu. Select the payment methods
Exclude Values Check this box

Values For processing a check run — place a “T” in this field.

This will signal the system to exclude those vendors
with the noted payment, “EFT”. This will prevent
numerous exceptions, due to an invalid payment
method, from appearing in the payment proposal.
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Click on the Tab labeled [ Additional Log]

Additional Log

Payment run  Edit Goto  Epvironment  Systerm  Help

V] A H @@ CEEIETa8 BRI @R
Automatic Payment Transactions: Additional Log

=

Run date @2/11/2003

Identification CPEM1

Status k Parameter k Free selection

" Additional Log k Printoutfdata mediurm |

Required logging type

Due date check

] Payment methad selectian in all cases
Pmnt method selection if not successful

Line items of the payment documents

Accounts required

1000000000 4059999859

Wendors (from/to) Customers (from/to)

selection in all cases

Field | Description/Usage
Required logging type
This indicator should be checked. By checking this
Due date check indicator, the "log" identifies due date checking.
Payment method Leave blank. Indicator that payment method and bank are

logged.

Pmnt method if not
successful

This indicator should be checked. This will enable the SAP
system to produce a log report that will list any payments
that return an error.

Line items of the
payment
documents

This indicator should be checked. Indicates that all posted
documents posted in the log are printed with your items. By
checking this indicator, the "log", identifies all posted
documents paid by vendor in the payment run.

Accounts required

Again, enter the range of vendors to be reviewed for
payment. For example, 1000000000 to 4099999999.
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Click on the Tab labeled [Printout/data medium] Printout/data medium

v|< H @@ DHE ahon AR @0

Automatic Payment Transactions: Printout and DIME

: _02."1”2083

 Parameter | Free selection | Additional Log Printout/data medium

Farm printing/data medium exchange

Frograrn |Variant |\/ar\am |\/ar\am |\/ariam |
RFFOAVIS =

RFEFOEDI1 o

REFOUS_C ZMWR_CHK_PEN =

(][] T[]

[ 3 s |

Lists
Frogram name |Variant |Variant |Variant |\/ar\am
RFZALIZO PEN1T PEMZ

Field Description/Usage \

Program Column

RFFOAVIS Leave blank
RFFOEDI1 Leave blank
RFFOUS_C Select the variant or variants that relate(s) to your payment run.

Select by clicking on the down arrow box.

Lists
Program column | Type “RFZALI20”

Variant Select the variant or variants that relate(s) to you payment run. The
first variant needs to relate to the payment list and the second needs
to relate to the exception list.

Click on the Save icon = to save the parameters.
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VY
/ NOTE: To delete (all erroneous parameters), click on Edit > Parameters >
Delete parameters.

/ NOTE:

Once these parameters have been selected and saved for the first check run, they can be
copied and changed for future check runs. This will save key strokes and time.

z Copying the Parameters of a Previous Check Run

To save time when running the payment program, the clerk in charge of the check
run can copy the parameters of a previous check run. This is done from the same T-
Code as the payment run.

Menu path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = PERIODIC PROCESSING = PAYMENTS

Transaction code: F110

Payment run  Edit Goto  Environment Systern Help
& 3l H Ca& S EE S0 08 EE @
Automatic Payment Transactions: Status
@ Status
Run date 271142003 [=)

Identification CPEN1

Status | Parameter | Free selection | Additional Log | Printout/data medium |

Status
Mo parameters entered as yet
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Reference

Run date pz2/11/2003 [F)

[dentification

Adjust date details

[v)[]

Parameter
Click on the Tab [Parameter] to access the Automatic Payment

Transactions: Parameters screen.
Do not enter any parameters, instead click on the copy parameters icon

& |‘!wa-x\Lr:ruau.\:x\gmwz;cg'

Paysment Transactions: Parameters

O & Bexipmt reguest.

_D2I12I2DDE

Parameter

Fosting date DZHQIZDBS@ Docs entered up to 02/12/2003
Customer items due by

Payments contral
Company codes |Pmnt meths |Next pidate
[+]
[~
Accounts Fareign currencies
“Wendor To & Rate type for conwersn
Custorner &

The following screen will appear:
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Click on the drop down box in the Run Date field and choose the previous payment run
that you want to copy. Generally the proper choice is the last payment run performed.
The Identification will default in. Leave the Adjust date details box checked. Then
click the green check mark icon or hit enter to continue.

All of the parameters from the previous check run that was copied will then default into
all fields.

& |< O e@@ SHE Do BHE @
Automatic Payment Transactions: Parameters

- Free selection Additional Log | Printout/data medium

Posting date 02/12/2003 Docs entered up to 02712/2003
Customer items due by

Payments control

Company codes |F’mnt meths |Next pidate |J

1138 C 02/13/2003 D

0138, 8328 c 02/13/2003 [=]

4138 c 02/13/2003

Accounts Foreign currencies

Yendar 1000000000 To 4099399999 | &

Customer To =

You can change any dates that need to be changed such as the Posting date, the Docs
entered up to date, and the next p/date. The last of these dates is really important
because it is how SAP decides which invoices to pay now and which to hold off until
your next check run. You can then flip through the tabs and make sure everything is the
way you want it. After you are satisfied, you can save the parameters and continue on by
scheduling the proposal.

z Schedule Proposal

Click on the Tab [Status] Status . Keep clicking (or hitting enter) until the status
box reads “Parameters have been entered.” This screen displays the current status of the
payment proposal.
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v |< H @@ DEE ODLa PR @
Automatic Payment Transactions: Status
@ Status |F§ Proposal |F§ Prmnt run ‘

_D2!11f’2088

Status
Farameters have been entered

4 Proposal

box. Use this dialog box to indicate when you want to run the payment proposal.

Click on the [Proposal] button to access the Schedule Proposal dialog

e Start immediately - Click this field to start the payment proposal immediately

e With lists — Click this field to have an exception report print out with the
proposal.
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& |< H @@ DEHEBIaDL0 BRI @
Automatic Payment Transactions: Status
@ Status |F§ Proposal |F§ Prmnt run ‘

_D2!11f’2088

02/11/2083 iv]
60:00: 06

Tageteomputer

Click on @ to schedule the payment proposal. Note: the proposal is only going to
display the items selected based on the payment parameters entered. No payment
documents are posted at this time. You will get a message saying that the proposal has
been scheduled:

E Propozal run haz been scheduled

|' )4 Help
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/ , Status _
NOTE: Press Enter or click on to refresh the status displayed on

this screen. Initially, the message may indicate the proposal is running. You may need to
click on the Status Icon several times until the process is actually complete. Eventually,
when the payment proposal has been created the message will indicate "proposal has
been created".

g 00 59 eee LHB anon DE @B
Automatic Payment Transactions: Status
Status ||?§i Fmnt run Hﬂ Proposal ||<%2 Froposal ||Q Proposal |

_Dzm;zaaa
Identification | CPEN1

Status | Parameter | Free selection  Additional Log | Printout/data medium

Status
Parameters have been entered

Payment proposal has been created

z Check the Payment Proposal

Select one of the following options:

If: Then:
You wish to view your proposal Select Edit > Proposal list. The Report name
list: appears. Press Enter or click the green check

v

mark icon —_.

NOTE: You may skip the “List Variant” screen
by clicking the green check mark icon.
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You wish to view your proposal
exceptions:

Select Edit > Proposal > Exception List Variant.
The Report Name appears. Press Enter or click

v

the green check mark icon -=__.

You wish to view or edit your
proposal:

. - ﬂ Proposal
Click on the [Edit Proposal] icon.

This is helpful to block payment or unblock
payment that need to be modified. It is important
you analyze your proposal.

NOTE: Skip the “Account Clerk” screen by
clicking on the green check mark.

The following is instructions on editing the proposal. Click on the [Edit Proposal]
&” Proposal

1con

gl 000 aEIee@ SHE NDANI PE @6

Automatic Payment Transactions: Status

E Status |F§ Pmnt run ||# Proposal HQ{? Proposal ||B Proposal |

_EIZH 1/2003

Status

Parameters have been

Payment proposal has
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Enter the sending company code you wish to display the proposal items. Note that the
paying company code is always 7900, unless you want to display items for Navy Flying
Clubs. In the case of Navy Flying Club Company codes, the paying and sending
company codes are the same.

v

Press the button to continue.

You can ignore the next pop-up window relating to the Account Clerks. Just press the

v

—_ button again.

Screen: Edit Payment Proposal: Payments

zal Edit Goto S ¥ Environment 1
() aldH e SHE DDhoan EE @
Edit Payment Proposal: Payments

& Choose | Change  Back from find

Run on [02/11/2003 CHNE1 Snd. CC 1084
Payments/exceptions
Vendor Cust  G/L PM HBank Account No Discount Amount
4000000225 FaE Exceptions
4000006074 101011 C NWBDIS 3289554231 240.88-
4000813333 181011 € MWBDIS 3389964231 303.90-
40000813349 101011 C NBDIS 3289984231 7.51-
4000813350 181011 € MWBDIS 3389964231 13.68-
4000013352 101011 C NBDIS 3289964231 86.15-
4000813368 181011 € MWBDIS 3389964231 52.00-
4000013523 101011 C NBDIS 3289964231 115.95-
4000813529 101011 C NWBDIS 3389964231 1083, 20-
4000013548 101011 C NBDIS 3289964231 238.15-
40000813551 101011 C NWBDIS 3389964231 800. 00-
4000013612 101011 C NBDIS 3289964231 g29.95-
4000013665 101011 C NWBDIS 3389964231 375.00-
4000813670 181011 C MWBDIS 3289964231 160. 60-
4000813764 101011 C NWBDIS 3389964231 10858.21-
4000813775 181011 C MWBDIS 3289964231 851.88-
40000813792 101011 C NWBDIS 3289964231 23.04-
Paositianing Payment volumes
Mumber of line tems 35 Cutgoing payment 50,309, 04
Display from item h Incoming payment 0.0

[
D [ aaie) (100) b mwrsapl | OVR

The documents not available for payment are "Exceptions". The documents that are
available for payment do not include in the "Exceptions".

Place your cursor on the exception document and double click or click on Ch09S€  The
Edit Payment Proposal: Open Items screen will be displayed. Use this screen to select the
line item (or specific document) you want to change or view.
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However, it is not recommended that you block items within this screen if they are going
to continue to be blocked for future payment runs. If a payment needs to be blocked for
future runs as well it is important to not only block it in this payment run, but then the AP
tech needs to go into the invoice document and block it as well. That will block it from
future runs until it is time to pay the vendor. Follow the normal business process of
investigating invoices prior to unblocking them using the regular process rather than
within the payment run. The individual regions/funds are responsible for blocking and
unblocking vendors for payment. They will do these using the regular process.
Remember, if you block an open item after you have run the payment proposal, the
proposal will have to be deleted and re-started for the manual payment on that open item
to take effect.

However, it is wise for the Business Manager or AP Supervisor to periodically review the
vendors with blocked items since these exceptions will lead to unreasonable delay in
paying the vendor or customer.

]
Click on if you have made any changes. If not, click on backward green arrow

&

to access the Automatic payment transaction screen.
NOTE: If you need to run the proposal again to pick up missing payment then you must

delete the proposal before creating a new one. To delete the proposal, click on Edit >
Proposal > Delete Proposal.

Z Schedule the Posting and Printing/Creating of Payment Media

Click on the Tab [Status] Status . The status box now reads “Payment Proposal has
now been created.” This screen displays the current status of the payment proposal.

, 4" Payment Flun
To schedule the payment run, click on the [Payment Run] button to
access the Schedule Payment dialog box. Use this dialog box to indicate when you want
to run the payment posting run.

This step actually posts the documents required to clear the open items as suggested in
the payment proposal.

e Start immediately - Click this field to start the payment posting run immediately

e Create Payment medium — Click this field to actual print the checks after the
payment posting run
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e Create lists — Click this field to have a payment report print out after the checks

g = i HIe@@ DHE 8000 HE @
Automatic Payment Transactions: Status
Status ‘FE Pmnt run H? Proposal ||Q¢ Proposal HQ F'rupusa\|

_DZHHZDDS

_D2I11F2GDS
_DB:DD:DG

Be sure that the correct blank paper stock is in the printer AND the MICRO
CHIP/SIGNATURE CARD is located in the CHECKBOX device!!

/ . Status ,

NOTE: Press [Enter] or click on to refresh the status displayed on
this screen. A message indicating that the payment run is running and then created is
displayed. Again, you may need to click on the Status Icon several times until the
message indicates the payment is complete.
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If:

Then:

You wish to view your payment list:

Select Edit > Payment list. The Report name
appears. Press Enter or click the green check mark

v

You wish to view your payment
exceptions.

Select Edit > Payment > Exception list. The Report
Name appears. Press Enter or click the green check

v

mark = .

This step will post the payment documents to the general ledger. It will also
automatically initiate the check printing process for check payment runs.

The automatic payment process for checks is now complete. The checks can be retrieved

from the check printer.

**Important Note**

After the checks have printed, a “Display Check Register” report must be run and
signed and dated by a manager per policy for auditing purposes. This report must be
generated after every type of payment run, including hot checks. See section on
“Display Check Printer” for instructions on how to run the report.
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z Posting a Manual Payment aka “Hot Checks”

There are three basic types of “Hot Checks”; 1) “Hot Checks” with “Open Items” 2)“Hot

Checks” as “Payment on Account” and 3) Hot checks that are a partial payment.

The following procedure is used to begin all types of “Hot Checks”:

Menu Path:

ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS

PAYABLE = DOCUMENT ENTRY = OUTGOING PAYMENT = POST +

PRINT FORMS.

Transaction code: F-58.

Screen: Payment with Printout: Header Data

Field

Description/Usage

Company code (Paying)

Enter company code 7900 as the paying company code.
All other company codes are sender company codes.
One exception: Navy Flying Club (NFC) is their own
paying and sending company code.

Payment method

The only valid payment method that can be used for
checks is “C”.

House bank

Enter the appropriate disbursement house bank code.
Currently, there is only a single house bank from which
any disbursement (EFT, check, payroll EFT or payroll
check) can be made if using paying company code 7900.
The disbursement house bank is NBDIS (Bank of
America), except for FTSCU.

Check lot number

Enter check lot “0001” for MWR and 5### for NFC.

Alternative form

Leave blank.

Filter

Leave blank.

Processing type

Calculate pmnt amnt

Check this box if you don’t know the total of the of the
open items. It doesn’t hurt to leave it checked even if
you do the total of the open items.

Printer

Printer for forms

Enter the check printer ID. Make sure that the correct
printer (the name should include your base/location
name) is chosen, otherwise the check may not print, or
print to the wrong location.

Pmnt advice printer

Leave blank.

Output control
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Print immediately

By selecting this indicator, the check will be printed
immediately. Otherwise, the check will be placed in the
spool queue. DO NOT FORGET to check this box —
otherwise your check will NOT Print and will sit in the
print spool waiting for you to “kick off the print job”.

Recipient’s lang.

Leave blank.

Currency in ISO code

Leave blank.

Test printout

Leave blank.

Specifications

Edit Goto  Settings

4

Erwironment  Systern

Help

JH @@ SEE OTO0IHE @

Payment with Printout: Header Dala

il 5l Enter payments

FPayment method and form specifications

Company code raoa
Payment method C
House bank MBDIS
Check lot number 1

Alternative form
Filler

Processing type

The selection of the
correct CHECK
printer is very
important!!!!

It’s very important to check
this box to insure that the
check prints immediately.

>

Frintar
Printer far forms
Prmnt advice printer

GLK_Check_Printer EL_

#~

Qutput cantral
Print immediately
[] Recipient's lang.

[] Currencyin IS0 code
[ Test printout

[] Donotvaoid any Checks

S

Enter payments

Click on

Accounts Payable

NOTE: This screen only appears automatically for
the first hot check process on a given day. If you do

NOT see this screen use the green arrow,
to it.

to get

to post the payment document.
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This process describes the creation of a “Hot check™ (as opposed to an automatic system
check) and the posting of a manual payment document in SAP. “Hot Checks” may be
created at the local MWR/VQ business offices. “Hot Check” are produced one check at a
time, so they should generally be used for refunds, bingo prize winners, petty cash
custodian replenishment and other payments that are time sensitive and cannot wait for

the normal Check Run.

z To process a “Hot Check” with “Open Items”:

Hot checks for open items are produced after an invoice has been entered into the system.
The use of the “Hot Check” process should be kept to a minimum — CHECK Runs
should be the normal procedure for producing checks (checks produced in bulk).

Screen: Payment with Printout: Header Data

Field Description/Usage

Document date Enter the date of the payment.

Type ZC (default)

Company code Defaulted from value entered in the previous screen.

Posting date Defaults to current date.

Period The system will default the fiscal period from the posting
date.

Reference Leave blank.

Doc. header text Leave blank.

Clearing text

Leave blank.

Bank posting details:

Amount Amount of check payment or it can be left blank if the
“Calculate pmnt amnt” was flagged on the first screen.

Value date Enter 3 days after today’s date.

Text Enter a description if required. This field will NOT print on
check.

Assignment Leave blank.

Payee:

Vendor/Customer If open items are to be selected, enter the appropriate
Vendor/Customer account number.

Company Code Enter MWR/VQ’S company code (fund) in which the

(Sender) vendor payment is to be made. (**Always change the

default from 7900 to the correct sending company code**)

Payment on account

Leave blank, if you are doing a hot check with open items.

Payment on account
(Text Box)

Leave blank, if you are doing a hot check with open items.
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Payee Leave blank.

Paid items:

Standard OlIs Activated (Default). Indicator determines that standard open
items are to be taken into consideration during clearing. If
this payment is a “payment on account” you will need to un-
flag this field.

Special GL indicator | When selecting open items, this field can be left blank to

ensure that special G/L postings (security deposits, advances,
unearned revenue, etc.) are not displayed for selection. To
pay these special G/L postings, enter the relevant codes (D,
U, R, V, etc). These types of postings only apply to
customers who are receiving refunds. By indicating the
Special GL indicator, the customer account number is used
but will automatically default to the G/L account associated
with the indicator. If you have been asked to refund or
prepare a check for a CUSTOMER, ensure that the
Accounts Receivable technician has UNBLOCKED both
the customer master record AND the invoice!

Additional selections:

None
Assignment
Others

Accept the default value ‘None’

Accounts Payable
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Document  Edit Goto  Seftings em  Help

& ajd B e@@  SEHE I STO8 HE @&

Payment with Printoul: Header Data

Process open items

Daocument date O2/06/2003  Type ZC Company code raen
Fosting date p2/06/2003 Period 5

Reference

Doc.header text

Clearing text

Bank posting details

Amount 168913 54

Walue date p2/o8/2003 Assignment
Text

Fayes
Wendor 4000012058 Company Code 1915@
Customer Fayee

[] Paymenton acet  Pmnt an acct

Paid iterns Additional selections
Standard Ol @& MNane
Special G/Lind 0 Azsignment

| Others

Froceszs open items

Since you are creating a “Hot Check” with open items, click on . button.

This option is used to process a check for an item listed as open and unpaid.

Screen: Post Outgoing Payments: Process Open Items

A list of open invoices and credit memos will appear based on the selections made.

To select an invoice, double click on the line item under the “USD Gross” column.
Subsequently, the “Not Assigned” amount should be zero (if the payment amount equals
to the invoice amount). NOTE: Items may come in selected which may appear “BLUE”
or “RED” in color. Double clicking a single line item will turn the items BLACK
(deselected) or BLUE/RED (selected). You want the items being paid to be blue/red.

In order to post the payment document, the “Not Assigned” amount at the bottom right
corner of the screen must be zero. This will only occur if you specified an amount on the
previous screen, and this amount equals the sum of the open item amounts. However,
this is not necessary if the box for the “calculate pmnt amnt” was flagged.
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Document  Edit Goto

& B dH e LHE D0a0 BE @m
Payment with Printout: Process open items

Settings  Enwironment stern  Help

2| [ZF Distribute dift. | Charge off diff. | &# Editing options

Standard | Partialpmt | Resitems | Withhidg tax

Account items 4000012058 SCC CLEANING CO NG

Assignment Document ...|D.(P.|Posting ... |Docume.. | USD Gross Cash discnt Cash..

GREAT LAKES ¥..|3500001578 KR (31 12/18/2. 12/01/2.. 2 167 .33-

PIER 5325 3500001574 KR[31[12/18¢/2. 12708142 .. G, 304 .97-

PORT O CALL 350001573 KR[Z1[12/18/2.12/081/2.. 1,786.09-

ROSS 3500001572 KR[31 121842 1210142 G55.15-

L] [

E’ |['ﬁ'] Amo...| |i‘ﬁ6russ==“_"ﬁ Currency| 1 oltems | f tems | 1 Disc. | § Disc
Editing status
Number of items 4 Amount entered 10,913 54-
Display from item 1 Assigned 10,913 .54-
Reason code Difference postings
Display in cleating currency Mot assigned a. oo

2
Click the document overview icon | = to view the accounting entry.
Now go to the menu path: Document > Simulate to view all line items related to this
posting.
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J @@ 0D ana (R 6o

7900 MWR HO TREASURY
1015 MWR N5 GREAT LAKE

lterms in document currency

Itm PK CoCd Account Description CostCr Order tmount

pel 58 700 161011 PAYABLES CHECKS 10,9813 .54-
Op2 25 1015 40000120568 SCC CLEAMNING CO INWC 10,913.54
pe3 40 7900 161005 INTER-COMPANY CASH 10,913.54
pe4 58 1015 181005 INTER-COMPANY CASH 10,913.54-

D 21,827.08 C 21,827 .08 o.og ® 4 Line items

Other line itemn

Sp.Gil Trans type Mew co.code

To save and post the payment document, click on the save icon,
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gl 0 waBice@ CHE oton BEIQE
Fayment with Printout: Dispiay Overview
| Dizsplay currency ||Ta}{es | | Reset|

7900 MWR HO TREASURY
1015 MWR WS GREAT LAKE

lterns in document currency

Itm PK CoCd Sccount Description CostCr Order Imount

ga1 58 78008 1081811 PAYABLES CHECKS 10,913 .54-
02 25 1015 4000012058 SCC CLEANING CO ING 10,913 .54
003 40 7900 101005 INTER-COMPANY CASH 10,913 .54
b4 500 1015 101005 INTER-COMPRNY CASH 10,913 .54-

! ! _SBBEIBBTQEJ.?QEIBBE

8000007264 2003
8000600229 2003

[ 21 827.08 N o] 4 Line items

700
1015

Cther line itern
Patiy

Mew cocoda

Write down the company code & document number listed in the Posted Documents
box

Click the continue button, M The check will print automatically to the printer
specified on the first screen.
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z To process a “Hot Check” “Payment on Account”:

Additionally, this procedure can be used to create a "PAYMENT ON ACCOUNT”. A
payment on account is simply a check that is prepared WITHOUT source documents
(without an invoice). Payment on account checks should be kept to a minimum!! They
may occur in cases where a check is required in advance of receipt of goods (i.e. prepaid
tickets, magazine subscriptions, deposits, etc.). The check is prepared using the "HOT
CHECK" process, however NO OPEN ITEM (or invoice) exists to cut the check against!

Effectively there will be a debit in the vendor’s account until the receipt is entered.

Screen: Payment with Printout: Header Data

Field Description/Usage
Document date Enter the date of the payment.
Type ZC (default)

Company code

Defaulted from value entered in the previous screen.

Posting date

Defaults to current date

Period The system will default the fiscal period from the
posting date.
Reference Optional field. Useful if a certain document should be

referenced

Doc. header text

Optional field. Useful for extra information regarding
particular check.

Clearing text

Leave blank.

Bank posting details:

Amount Amount of check payment.

Value Date Enter 3 days in advance of today’s date.

Text Enter a description if required. However, this field will
NOT print on check.

Assignment Leave blank.

Payee:

Vendor/Customer If open items are to be selected, enter the appropriate
vendor/customer account number.

Company Code (Sender) | Enter MWR/VQ’S company code (fund) in which
the vendor payment is to be made. (**Always
change the default from 7900 to the correct sending
company code**)

Payee Leave blank.

Payment on account

When this field if flagged you must un-flag “standard
OI’s” box.
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Payment on account
(Text Box)

To have the text print, simply prefix the text with an
asterisk “*’. This field is used frequently to provide
additional information to the vendor such as our
account number with the vendor, the file number or
case number for garnishment checks, etc.

Note: If you are preparing a Payment on Account you
MUST enter text in this field!

Paid items:

Standard Ols

**Uncheck the box.**

Special GL indicator

Leave blank with Payment on Account

Additional selections:

None
Assignment
Others

Accept the default value ‘None’

Make sure
to FLAG

the Pmt on
Acct Box!!!

Document  Edit

Goto

& 3

Settings

Systam

Help

IBIeaG EEE D000 BHE @

Payment with Printout:

Frocess open items

Header Data

Daocument date
Posting date 02 /062003
Reference

Doc.header text

Clearing text

02/96/2003 | Type z

Compary code 0o

Period 5

Bank pasting details
Amoaunt 255 @@
Yalue date p2/egs2003

Text

Assighment

FPayee
Yendar 400QE1 2058
Custamer

Payment an acct

Prmnt an acct

Company Code 1015
Fayee

*PREPAID CLEANIMG SUPPLIES FOR REC CEMTER

FPaid iterns Additional selections
] standard Ols | ® None
Spewgl GiL ind 1 Assignment
\ Others
Make sure to UNFLAG
the Standard OIs Box!!!!
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Press the = button. The next screen will have a pop-up window that says, “The
indicated line items can be changed”. Click “Ok”.

G| 000 2dHe@e Ll o PRE @E
Payment with Printout: Dispiay Overview

| Supplement || Display currency | | Taxes | | Resetl

7900 MWR HOQ TREASURY
1015 MWR NS GREAT LAKE

Items in document currency
Itm PE CoCd Account Description CostCr Order Lmaunt
0a1 50 ¥900 101811 PAYLELES CHECES

00z 25 1015 4000012058 SCC CLEANING CO INC
HE3 40 7900 1061605 INTER-COMPANY CASH
004 50 1015 101005 INTER-COMPANY CASH E The indicated ling items can be changed

D 51006 C 51000 T LIFE T

Other line item

Account Trans.ype Mew cocode

To see, add or make a change to the text that will appear on the check, double click the
vendor line item.
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v 10 e CHE DL BER @
Payment with Printout: Correct Vendor item

| Supplement ||£> More data || Reset|

_4999912958 2010080
-1 a15

ltern 2 ¥ Qutgoing payment/ 25
255.00

Amount

[ cCalculate tax
Bline date p2/06/2003
Digc. amount  0.00
Invaice ref. ! {0
Fmnt block Fmnt method Fmnt meth.supl.
Assignment
Text *PREPAID CLEANING SUPPLIES FOR REC CENTER @

Mest line item
Pstkly

Mews co.code

Account

&

To get back to the line item postings, click on the green arrow,
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- e 3 N g vz MR L

Payment with Printout: Display Overview

| Display currency | | Taxes | | Resetl

7a00 MWR HO TREASURY
1015 MWR WS GREAT LAKE

ltems in document currency
Itm PK CoCd fccount Description CostCr Order Amount
og1 50 Fag0 101811 PLYLBLES CHECKS 255 . 00-
ez 25 1015 4000012058 SCC CLEANING CO INC 285 .60
083 40 Fa00 101005 INTER-COMPANY CASH 25500
ogd 500 1015 101005 INTER-COMPANY CASH 255 00-
[ 510 60 C B10.oA 4 Line items
Other ling itemn

Trans.type Mew co.code

If everything balances, press the Save icon,
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Gl 220200 B Ccee CHEODAD EEIQE
Payment with Printout: Display Overview
| Dizplay currency | | Taxes | | Resetl

7900 MWR HO TREASURY
1015 MWR N5 GREAT LAKE

ltems in document currency

Itm PE CoCd Account Description CostCr Order Amount

BE1 50 7900 101011 PAYRELES CHECKS 255 .00
0A2 25 1015 4000012058 SCC CLEAMING CO INC 255 .00
0A3 40 7900 101005 INTER-COMPANY CASH 255 .00

oe4 BB 1815 101005 INTER-COMPANY CASH

| I _SDDDDD?ZEE?QBBBS

8000067265 2003
8000060230 2003

D 51000 a.aa 4 Line iterms

7900
1015

Cther line iterm
Mewy co.code

Write down the company code & document number listed in the Posted Documents
box

Click the continue button, M The check will print automatically to the printer
specified on the first screen

NOTE: Most payments will be processed against Open Items. The most notable item
where “Payment On Account” will be used is Prepaid Tickets.
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‘ Warning: If you used this option for “PAYMENT-ON-ACCOUNT”, remember,
you MUST go back and process an invoice. The payment on account transaction results
in the following entry on the Funds’ balance sheet

DR  Vendor Number (recon 201000)
CR 101005 Inter-company cash

As you will note, the balance against the vendor is a debit (reverse of the normal). In
order to settle this item, upon receipt/entry of the invoice into SAP, the following entry

will occur:

DR  GL Expense Account/Inventory account
CR  Vendor Number (recon 201000)

For a purchase order the entries will be as follows:

Goods Receipt:
DR GL Expense Account/Inventory account
CR GR/IR Clearing (201010)
Invoice Verification:
DR GR/IR Clearing (201010)
CR Vendor Number (201000)

The vendor account (open items) must be manually “cleared”, a process that normally is
automatically performed as open items are paid.

If you fail to do complete this procedure, the vendor account will not be cleared and will
retain a debit balance with no offsetting entry. After payment, the desired balance in any
vendor account should be zero.
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z Posting a Manual Partial Payment of Open Line Item

Menu Path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = DOCUMENT ENTRY = OUTGOING PAYMENT = POST +
PRINT FORMS.

Transaction code: F-58.

Partial payments of open line items are often requested for vendors or customers. This
will very common when paying out Unit Funds or Deposits to Commands. When a
payment request comes in to pay only partial amounts of an open item, the manual
payment aka (Hot Check) scenerio must be used.

Example: Accounts Payables Tech requests that only $54.00 of a line item of $98.91
(credit) to be paid to vendor. The check writer must process a “Hot Check” for $54.00
while creating a residual item of $44.91 (credit) that will still be left as an open item in
the vendor account.

To process a partial payment “Hot Check” with “Open Items”: partial payment out of one
line item.

Screen: Payment with Printout: Header Data

Field Description/Usage

Document date Enter the date of the payment.

Type ZC (default)

Company code Defaulted from value entered in the previous screen.

Posting date Defaults to current date.

Period The system will default the fiscal period from the posting
date.

Reference Leave blank.

Doc. header text Leave blank.

Clearing text Leave blank.

Bank posting details:

Amount Amount of check payment or it can be left blank if the
“Calculate pmnt amnt” was flagged on the first screen.

Value date Enter 3 days after today’s date.

Text Enter a description if required. This field will NOT print on
check.

Assignment Leave blank.

Payee:

Vendor/Customer If open items are to be selected, enter the appropriate
Vendor/Customer account number.
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Company Code
(Sender)

Enter MWR/VQ’S company code (fund) in which the
vendor payment is to be made. (**Always change the
default from 7900 to the correct sending company code**)

Payment on account

Leave blank, if you are doing a hot check with open items.

Payment on account

Leave blank, if you are doing a hot check with open items.

(Text Box)

Payee Leave blank.

Paid items:

Standard OlIs Activated (Default). Indicator determines that standard open

items are to be taken into consideration during clearing. If

this payment is a “payment on account” you will need to un-
flag this field.

Special GL indicator

When selecting open items, this field can be left blank to
ensure that special G/L postings (security deposits, advances,
unearned revenue, etc.) are not displayed for selection. To
pay these special G/L postings, enter the relevant codes (D, U,
R, V, etc). These types of postings only apply to customers
who are receiving refunds. By indicating the Special GL
indicator, the customer account number is used but will
automatically default to the G/L account associated with the
indicator. If you have been asked to refund or prepare a
check for a CUSTOMER, ensure that the Accounts
Receivable technician has UNBLOCKED the invoice!

Additional selections:

None
Assignment
Others

Accept the default value ‘None’
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| sjdBieeq SHRE DDOD HE @

Fayment with Printout: Header Data

Process apen items

_92."95.-'2993 E
_B2.|'EIB."28E|3 E

Bank posting details

Amaount 5400
Walue date 02/08/2003 Assignment
Text

4000006021 ) Company Code 1015
Customer FPayee

Yendar

[] Paymenton acct  Pmnt on acct

Paid iterns Additional selections

Standard Ols @ Mone
Special GIL ind (1 Assignment
1 Others

Since you are creating a “Hot Check” with open items, click on _ button.

This option is used to process a check for an item listed as open and unpaid.

Screen.: Post OQutgoing Payments: Process Open Items

A list of open invoices and credit memos will appear based on the selections made.

To select an invoice, double click on the line item under the “USD Gross” column.
Subsequently, the “Not Assigned” amount should be zero (if the payment amount equals
to the invoice amount). NOTE: Items may come in selected which may appear “BLUE”
or “RED” in color. Double clicking a single line item will turn the items BLACK
(deselected) or BLUE/RED (selected). You want the items being paid to be blue/red.

At this time you must click on the Res. Items tab (residual items).

Accounts Payable 125




Financial and Controlling

Document  Edit  Goto nvironment

Settings
B0 ea@ SHE Hhon FE @m

Payment with Printout: Create residual items

2 [ Distribote dif | Charge off dift | g7 Editing options

Standard | Parialpmt ' Resitems | Withhidgtax |

Accountiterns 4000006021 DIRECT TV

Assignment Document ... |D.|P..|Posting ... |Docume...| Netamoaount Fayment amount  [R...

FIER 525 3500001618 |KR|31 (1242642 [11/19/2 a8 .91- 54 B0-

g [

@ |['ﬁ'] Armo | | Gross== ||ﬁﬁﬁ Currency| ‘ 1 tems | B ltems | | 1 Disc | § Dise
Editing status
MNurmber of items 1 Amount entered 54 .00
Display fram iterm 1 Assigned 98 .91 -
Reason code Difference postings
Currency usp
Display in cleating currency Mot assigned 44 .91

Fo Drana e s oo el

|

When this screen first appears, the payment amount will be the same ($98.91) as the

initial line item. The check writer must change the amount in the payment amount field
Q

to the amount to be paid ($54.00). Click the document overview icon “2 o view the

accounting entry.

Now go to the menu path: Document > Simulate to view all line items related to this

posting.

Notice that there is a line item highlighted in red or blue. This line item will be the

residual item left in the vendor’s or customer’s account. You must double click on the

item and correct what is specified. (Usually SAP is asking you to populate the text field)
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G| 0 2iBe@e il nnan BE @

Payment with Printout: Display Overview

Supplement” Display currency | | Taxes || Reset|

7900 MWR HO TREASURY
1015 MWR NS GREAT LAKE

lterms in document currency
Itm P CoCd Account Description CostCr Order Amount
Aol O FoO0 101011 PALYABLES CHECKS 54.00-
B0z 36 1015 4000006021 DIRECT TV 44 .91-
Ao03 25 1015 4000006021 DIRECT TV 98 .91
BO4 40 FOOO 101005 INTER-COMPANY CASH 54 .00
aos 50 1015 101005 INTER-COMPANY CASH 54.00-
Db 152,91 C 152.91 o.ea ® 5 Line items
Other line itern

Sp.GIL Trans.type Meww co.code

| 0 2B e@e Ll anon PR

Payment with Printout: Correct Vendor item

|Supp|ement||£> Maore data ||Reset|

_4099995921 201008
-1915

Item 2§ Payment difference f 36
4491

Amaount

[0 calculate tax
Paytterms Daysipercent o.goe ! !
Bline date 02/06/2003 Fixed
Disc. hase 4491 Digc. amount 0,00
Prmnt hlock Prmnt method Prmint meth.supl. Fill in the Text
Assignment PIER 525 to identify the
Text *REMAIMING PMT FOR SERYICE @

remaining
balance

MNext line iterm

Account MNew co.code

To go back to overview screen, click on the overview button

To save and post the payment document, click on the save icon,
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JH @@ SRE S N4a8 EERE G

FPayment with Printout: Dispiay Overview

700 HWR HO TREASURY
1615 MWR NS GREAT LAKE

ltems in document currency
Itm PE  CoCd Account

Degcription CostCr Order Amount

0O1 5O 700 181811 PAYAELES CHECKS 54.00-
B2 36 16815 4060006021 DIRECT TV 44 .91-
B3 25 1615 4060006021 DIRECT TV 92 .M
[ao4 460 7900 181005 INTER-COMPANY CASH 54 .00
a5 50 1815 1681005 INTER-COMPANY CASH

i i _saaaaa?zaa?gamm

4 Lineitems

Mew co.code

LR 7000 BO0BOO7266 2003
1015 £008GRO231 2803

Other line iterm

Write down the company code & document number listed in the Posted Documents
box

Click the continue button, M The check will print automatically to the printer
specified on the first screen.
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z Reprint Checks (Includes Voiding Old Check)

Use this task to reprint a check using a new check number. The old check number is
voided.

NOTE: This task may be required if an error occurs during printing resulting in
the AIMS system "thinking" it has cut a check and posted a payment document, but in
reality the printing function did not occur. Another situation that may require this task is
that one of the checks may have been caught in the printer, or the vendor address was
incorrect, but the payment is still valid. A replacement check can be printed.

We request that as a courtesy, Field activities call MWR HQ if this situation occurs.
With the assistance and advice of MWR HQ, it will be determined whether this
transaction should be performed.
Menu path: ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = ENVIRONMENT = CHECK INFORMATION = CHANGE =
REPRINT CHECK

Transaction Code: FCH7

Use this screen to enter information about the check being voided.

Screen: Reprint Check: Initial Screen

Field Description/Usage

Paying company code Enter company code 7900 as the paying company
code. All other company codes are sender company
codes. One exception: Navy Flying Club (NFC) is
their own paying and sending company code.

House Bank Enter the appropriate disbursement house bank code.
Currently, there is only a single house bank from
which any disbursement (EFT, check, payroll EFT or
payroll check) can be made if using paying company
code 7900. The disbursement house bank is NBDIS
(Bank of America), except for NFC’s.

Account ID Enter the appropriate check disbursement bank
account ID. Currently, there are only two check
disbursement accounts. The regular check account is
A0017 and the payroll check account is A0019,
except for NFC.

Check to be voided
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Check number

Enter the check number you want to void.

Void reason code

Enter the code associated with the reason you are
voiding the check. Void reason codes 04 and 05 are
the most commonly used void reason codes.

Details on new check

Check lot number

Enter the check lot number for the new check.
Currently MWR only has a single check lot for regular
system checks, 0001.

Alternative form

Leave blank.

Filler

Leave blank.

Printer

Printer for forms

Enter the CHECK PRINTER ID for the replacement
check. *Make sure that the correct printer
(including Base location) is chosen, otherwise the
check may not print*

Pmnt advice printer

Leave blank.

Output control

Print immediately

By selecting this indicator, the check will be printed
immediately. Otherwise, the check will be placed in
the spool queue.

Recipient’s lang. Leave blank
Currency in ISO code Leave blank.
Test printout Leave blank.
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| 000 zdH e@e DHE ons0 BE RFE
Reprint Check

Check to be voided
Check numhber

160000860088
2l

Yoid reasaon code

Details an new check
Check lat number

Alternative farm
Filler

Printer
Frinter far farms hg_Check_Printar @
Pmnt advice printer

Qutput cantral

Print immediataly

[ Recipient's lang.

[ Currencyin IS0 code
[] Test printout

[] Do notYoid any Checks

Click on - to view the details of the check being replaced and click on u to print a
replacement.

Note: The Reprint Checks functionality will void the check but will not reverse the
payment document. The system simply reassigns the payment document to the next
check number.

Accounts Payable 131




Financial and Controlling

z To Print Checks from the Spool

This step actually prints out the checks. Only use this procedure if you have failed to
mark the "print immediately" box, use this function to actually print the checks.

‘ NOTE: Be sure that the blank check stock is in the printer.

Menu path: ~ SYSTEM =» SERVICES =& OUTPUT CONTROLLER

Transaction Code: SP01

Screen.: Spool: Request Screen

Field Description/Usage

User Name Enter the name of the user that performed the check run.
Usually, this is already defaulted on the screen

From Date Enter the date the check run was performed

Selection  Edit Goto

afia Caa CHEDDOO EE @@
Gutput controller: Spool request selection screen
@ & [E O £ Further selaction criteria

Spool reguests | Output requests |
Spaool reguest numhber

Created by HO_PB&TF11
Date created B2/BG/2003
Client 100
Autharization

02/ D6/ 2003

Qutput device

Title
Recipient
Department

Lo} [olofel [of [olel®[e) Lo

System name PES}
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Click on @ or press the [Enter] key to continue.

The spool screen will display all print requests for that user for that day. The spool
requests for the checks will have the words CHECKS as the title.

e Click the box next to the spool number of the first check file. Click Spool request >
Display and view the contents of the first check file.

e To print — click on the print key and enter the printer details.

z Cancel Payment / Void Checks

Use this procedure to reverse the payment and void the check. This transaction is used
when a check should not have been created (“wrong payment”) or when stop payment is
necessary for some reason. The invoice becomes “open” again after check cancellation
process is performed. This process should be performed locally if the actual physical
check is IN YOUR HAND. If the check has been mailed or is "missing" - DO NOT
RUN this process - NOTIFY MWR HQ. They will perform the "stop payment" process.

It is important to remember to go back and correct the invoice(s) or whatever item
resulted in the incorrect payment. It may be necessary to “reverse” the invoice, in the
case of a duplicate or incorrect payment.

Remember to ALWAYS write VOID on the check and cut out the signature portion of
the check. Maintain the voided checks in a file for audit purposes.

Menu path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = ENVIRONMENT = CHECK INFORMATION = VOID =
CANCEL PAYMENT

Transaction Code: FCHS8
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Use this screen to enter information about the payment that you want to reverse.

Screen: Cancel Check Payment

Field Description/Usage

Paying company code Enter company code 7900 as the paying company
code. All other company codes are sender company
codes. One exception: Navy Flying Club (NFC) is
their own paying and sending company code.

House Bank Enter the appropriate disbursement house bank code.
Currently, there is only a single house bank from
which any disbursement (EFT, check, payroll EFT or
payroll check) can be made if using paying company
code 7900. The disbursement house bank is NBDIS
(Bank of America), except for NFC’s

Account ID Enter the appropriate check disbursement bank
account ID. Currently, there are only two check
disbursement accounts. The regular check account is
A0017 and the payroll check account is A0019,

except for NFC.
Bank key Leave blank.
Bank account number Leave blank.
Check payment to be
reversed
Check number Enter the check number you want to void.
Void reason code Select a reason:

01 Test printout

02 Page overflow

03 Form closing

04 Stale-dated check

05 Printed incorrectly

06 Destroyed/unusable

07 Stolen

08 Stop payment

09 Reversed check payment
10 Check voided after printing

Reversal data
Reversal reason Select a reason

01 Reversal in original document period
02 Reversal in current or alternate period

Posting date Enter the date if option 02 was selected for reversal
reason
Posting period Leave blank.
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2] 0 A EIeee CHE SO0 |IRE @
Cancel Check Payment

Bank data
House bank
Account 1D

Bank key
Bank account number

Check payment to be reversed

16008046730
10

Check numhber
Woid reason code

Reversal data
Rewersal reason

Posting date
Pasting period

Warning: ADP payroll checks cannot (and should not) be printed using the SAP
system. These checks can be voided, but cannot be cancelled as all ADP checks are
related to one source document from ADP posted as an IP document. All adjustments
and corrections have to be made through ADP.

Click on the icon to make sure the check selected is the correct check that needs

to be voided.

e

If that is the check and everything is ok to void, then green arrow back

. ) Cancel payment .
Click on the icon to void.

Warning: Local Activities can never use this process to cancel an EFT payment —
Only MWR HQ is authorized to make any changes/cancellations of EFT transactions.
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z Display Check Register

The check register displays the details of all check payments. The report is flexible in
that check characteristics can be restricted in the selection screen of the report. For
example, an outstanding checks list can be produced by flagging the appropriate
checkbox. A list of all voided checks can also be produced.

Remember you can always run the check register from the REPORT TREE in Accounts

Payable!

Menu path:

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS

PAYABLE > ENVIRONMENT > CHECK INFORMATION > DISPLAY >

CHECK REGISTER

Transaction Code:

FCHN

Screen: Check Register

Field

Description/Usage

Paying company code

Enter company code 7900 as the paying company code.
All other company codes are sender company codes. One
exception: Navy Flying Club (NFC) is their own paying
and sending company code.

House Bank

Enter the appropriate disbursement house bank code.
Currently, there is only a single house bank from which
any disbursement (EFT, check, payroll EFT or payroll
check) can be made if using paying company code 7900.
The disbursement house bank is NBDIS (Bank of
America), except for NFC’s.

Account ID

Enter the appropriate check disbursement bank account
ID. Currently, there are only two check disbursement
accounts. The regular check account is A0017 and the
payroll check account is A0019, except for NFC.

General selections TAB

Sending company code

Enter sending company code e.g. 1197, 1034, or 8042

Output control

List of outstanding When flagged, a list of checks that have not been cashed
checks will print.

Items paid

W/out line items

If selected report will print without detail of invoices
being paid

With line items

If selected report will print with detail of invoices being
paid

Further selections TAB
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Date of Issue Posting date of the payment document.

Checks from payment The run date and identification of the payment run.
run

Vendor Enter vendor to list checks issued to that vendor.
Customer Enter customer to list checks issued to that customer

Check Register

General selections ¢ Further selections

General selections

1[4][*]

Sending company code 1915@ o
Bank key to
Bank account number ]
Check number jul
Currency to E
Arnount to =

Cutput contral
[] List of outstanding checks
Additional heading

ltems paid
Display variant I
@ \Wiout line items fAIMSET E|
(1 Sadith ling itarne th TR E|
ol = En

&

After entering the above parameters, click on the Execute icon to display the check

register.
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JH Ca@ DHR oo HE @m

Check Register
Fad T BEAMR ATCEHET Q| BB
MWR HO TRELSURY Check register 02/ag/2e03 4 09:12:32 =
MILLIWGTON Users HO_PES7F11 T
Company code 7900 Fage 1
Bank WEDIS BANK OF AHMERICH MWA BTLANTS
Bank keys BE1112788
Account No AOE17 32998964231
Check
Check no. |Payment Pmnt date |Curr|dmount paid (FC)|Yendor Recipient/void reason code Enca. fvoid
1000046789| 80000AT 264 (02/06/2003) USD 10,913.54)| 4000012058 SCC CLEAWING CO INC GURNEE IL
100004G790| BA000AT 265 (02/06/2003) USD 255.00( 4000012058 |SCC CLEAMING CO INC GURNEE IL
* Check Ush 11,168 .54
Total of all entries Check register Q2/06/2003 7 @9:12:32
Users HO_PES7F11
Fage 2
Check no. |Payment |Pmn‘t date |Curr|&mount paid (FC)|Vendor Recipient/void reason code Enca. fvoid
usp 11,168 .54
Reviewed hy: Date:

Scroll down the page to see additional items.

**Important Note**
This report must be printed after every payment run and signed and dated by a manager
per policy for auditing purposes.

z Display Check

Check information for any check can be displayed using this procedure. Check
information includes details such as, payee name, payee address, amount, check issuer
(system user who created the check), cashing date and check date.

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
PAYABLE > ENVIRONMENT > CHECK INFORMATION > DISPLAY > FOR
CHECK

Transaction Code: FCH1
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Screen: Display Check Information

Field Description/Usage
Paying company Enter company code 7900 as the paying company code.
code All other company codes are sender company codes. One

exception: Navy Flying Club (NFC) is their own paying
and sending company code.

House Bank Enter the appropriate disbursement house bank code.
Currently, there is only a single house bank from which
any disbursement (EFT, check, payroll EFT or payroll
check) can be made if using paying company code 7900.
The disbursement house bank is NBDIS (Bank of
America), except for NFC’s.

Account ID Enter the appropriate check disbursement bank account
ID. Currently, there are only two check disbursement
accounts. The regular check account is A0O017 and the
payroll check account is A0019, except for NFC.

Check number The check number you want to display.

&

Press [Enter] or click on to display the check details.

@ .

To exit, click on

Check Edit Goto Egras Environment Systern  Help

V) BdH I e@a@ CRE ST O0 EE @0
Display Check Information

&
Paying company code 7a0o @ MWR HE TREASURY

Check data

House bank NBDIS Bank key

Account 1D A0B17 Bank account number

Check number
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z Display Payment Document

This procedure displays the accounting document that represents the check payment.

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
PAYABLE > ENVIRONMENT > CHECK INFORMATION > DISPLAY > FOR
PAYMENT DOCUMENT

Transaction Code: FCH2

Screen: Payment Document Checks

Field Description/Usage

Payment The payment document that you want to display.
document number
Paying company | Enter company code 7900 as the paying company
code code. All other company codes are sender
company codes. One exception: Navy Flying
Club (NFC) is their own paying and sending
company code.

Fiscal Year The financial year in which the payment
document is posted.

Edit Goto  Extras  Enwironment  System  Help
] B dH @@ SEE ST a8 EE @
FPayment Document Checks
&
Payment document no. BOEAROY265
Paving company code ToEa MR HQ TREASURY
Fiscal year 2003

Press the [Enter] key or click on to display the check details.

@ N

To exit, click on
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z Vendor Inquiry and Vendor Line Items Maintenance Transactions
The “vendor balances inquiry” system task is used to display and analyze the postings
that have been recorded to a particular vendor account subtotaled by accounting period.

The “change vendor line items” system task is used to change the postings for a particular
vendor in any given period.

The “clear vendor line items” system task is used to clear the postings of a particular
vendor (e.g., to clear the vendor invoices against the credit memos).

The “reset vendor line items” system task is used to reverse clearing document e.g.
reversal of payment document posted from manual payment.

The above tasks are outlined below:

z Perform Vendor Balances Inquiry

Use this system task to display and analyze the postings that have been recorded to a
particular vendor account in any given period.

This system task allows the user to perform the following activities:
e Analyze a vendor account's opening/closing balance.

e Analyze, at the debit/credit level, all transactions pertaining to that vendor
account for any given posting period.

e Analyze the vendor account balance for any given posting period.
Menu Path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = ACCOUNT = DISPLAY BALANCES

Transaction code: FK10N
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N B 00 i thes I ©
Vendor Balance Display
& [T | Activate worklist
Vendor HEB0008021
Company code 1018 =l
Fiscal year 2003
Screen: Initial Screen Balances Display
Field Description/Usage
Vendor Enter the vendor number to view.
Company | Enter the company code for the base/fund for which the
code vendor balances should be displayed.
Fiscal year | Enter the desired fiscal year for the balances.

o

Click on the Execute Icon

Screen: Vendor: Account Balance Balances Display

J
4 NOTE: It is possible to perform any or all of the activities described for this
screen.
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unt  Edit Goto  Enwironm

e SREB aTLaIREI@

Vendor Balance Display

i
vendor 4000000021 JOHM L BAILEY r
Company code 1012 MWR NAYVSTA MAYPORT
Fiscal year 2003
Display crmcy usD
Bals | Special GIL |
SERERERIRIE]
Period Maonth Debit Credit MNet activity Curnulative balance
Bal. car...|Bal. carried fo
1 Cictober
2 MNovernber
3 December
4 January
5 February 350000 3,500.00
B harch
7 April
g May
9 June
10 July
" August
12 September
13 Special period 1
14 14 —
15 15
16 16 ]
Total Total 3,500.00 3,500.00 ;

b [GA1 (1 100y mwrsapl | OwR

Select one of the following options:

To view the account line items for a specific period, position the cursor on the field

i
containing the amount for that specific period and click in the top left corner of the
Application Toolbar. This is the Call Up Line Item Report icon.

List  Edit Goto etti 1

(] 2 dH I eaa BHE fD0oan BAE @
Vendor Line ftem Display
@fﬁg‘@g'ﬁ@‘?&ﬁ|@ﬁﬁ|2%lﬂﬁ|mm59lectmns

Run Date: 02/11/2003
User: HQ_PR&7F10

JOHN L BAILEY 4000000021
6112 PRATHER DR WY
JACKEONYILLE FL 32216

" Stat |CoCd | Reference Doc.no. Type |Document date |Posting date FK | DD |Met due date |z Amount in local cur. [Text
@ |1019 |R-ITESTOS1A 3500000613 KR 02/05/2003 02/05/2003 31 020572003 3500.00-
5200000594 T 02/06/2003 02/06/2003 25 02/06/2003 3,500.00
@ - 0.00
Account 4000000021 dche = 0.00
o, noo 0.00
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Use the following screen to look at detailed account information.

e To view the account line item details for a particular line item, select a line item and
double click on it

S

or click on

Docurnent Edit Goto  Extras  Environment  Systern  Help

& BdHCEE@  SHE S0 BE @

Display Document: Line ftem 001
2w a3 o8 More data Wyithhalding tax data

Vendor 4000000021 JOHK L BAILEY /L acc 201000
Company code 1018 6112 PRATHER DR W
MYWR NAYSTA MAYPORT JACKSONYILLE Doc. no. 3500000613
Line ltem 1 / “endor credit / 31
Amount 3,500, 00 UsD
W tax base 3,500, 60 USD  Wtax exempt 0,00 W tax code  OF

Additional details

Disc. baze 3,500. 00 USD  Disc. amount 0.00 USD

Payt terms Y10 Daysipercent O D.000 % 0  0O.000 % 0
Bline date 02 /05/2003 Fixed

FPrmnt block Invoice ref. i L]

Pmnt method Pmnt meth. supl.

Clearing 02/06/2003 / 8200000594

Assignment

Text

e The Display document: Line Item XXX screen is displayed. Click & to return to
the previous screen.
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z Display Vendor Line Iltems

Use this system task to display and analyze the postings that have been recorded for a
particular vendor in any given period.

This system task allows the user to analyze, at the debit/credit level, all transactions
pertaining to that vendor

Menu Path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = ACCOUNT = DISPLAY LINE ITEMS

Transaction code: FBL1IN

Field Description/Usage
Vendor Enter the vendor number to view.

Company code | Enter the desired base/fund company code. Note that only the
vendor line items that relate to this company code will be
displayed.
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Screen: Display Vendor Line Items: Initial Screen

| 2B @ee BHE fnon AR @
Vendor Line Item Display

Wendor selection
“endor account booeonon21 @ o
Company code 1013 to

Selection using search help
Search help 1D

Search string

Complex search help E

Line itern selection
Status
@ Open items
Open at key date 02/11/2003

) Cleared items
Clearing date to
Open at key date

O All items
Posting date to

—

=

=
@

Mormal items
Special G/L transactions
Moted items

Parked items

000 E &

Customer items

List display
Layout FAIMSO1
Maximum number of items

Select from the following options:

e To view unpaid invoices, click on the Open items radio button and enter the
document date or allow the system to default to the current date

e To view details of paid invoices, click on Cleared item radio button.
To view all items (Open and Cleared), click on the All Items radio button.
Enter the posting date or leave blank for all.

e To view parked invoices, click on <Parked items> checkbox on the bottom of
the window.

e To view down-payment postings, click on <Special G/L transactions>

e To view customer items, click on <Customer items>

@ .

Click on the Execute Icon
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If you wish to further restrict or refine your search, on the same screen click on the

Dynamic Selection icon . to see the following screen:

| 00 aaB @@ DHRE HDL0 AR @
Vendor Line ftem Display

Dynamic selections

“endor master general

1 %endor master genera

[B Account group Account group
B city Wend master cormpany code
) Region Payment methods
B Searchterm
B Tax code 1 Payment block
B Tax code 2 Docurnerts {line iterns)
entral deletion flay ssignment
[2 Central deletion i Assig
| I o[£ 1Y Fizcal year

Vendor selection
“endor account 4000000821 [3) ta
Company code 1018 to

s/l

Selection using search help
Search help D

Search string

Complex search help

Line item selection
Status

@ Open itemns

Open at key date 02/11/2003

) Cleared items

Clearing date to E

Select any of the fields displayed on the Popup window in the top left corner. To select
these fields simply highlight them by clicking once and then move them across to the
“dynamic selections” box on the top right hand side of the screen. Enter any of the
desired search criteria.

DO NOT CLICK SAVE. THIS SAVES YOUR DISPLAY AS A VARIANT, IT IS
NO LONGER A NECESSARY STEP.

Click on @ to display the requested list.
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Screen: Display Vendor Line Items: Basic List

@) 10 e DHEHEB DOOs) AN @m
Vendor Line ftem Display
w0l 2| Bz | 2@ 3 | B & | B a2 3 5= | [ E seections

Run Date: 02/11/2003 Q
User: HQ_PBS7F10
SYSCO FOOD SERVICES 4000006413
7000 HARBOUR VIEW BLYD
SUFFOLK WA 23435
" Stat |CoCd *|Reference Doc.no. Type |Document date |Posting date PK | DD |Met due date  |= Amount in local cur. [ Text
||| m [1353 [21z201043 3500009472 KR |12/20/2002 12/27/2002 31 01/410/2003 703.40-|*LC EAGLE'S
212050651 3600009355 KR |12/05/2002 12/26/2002 31 0140/2003 136.18- "I TWIN PIM
] 0115603PU 3100000375 KG  |11/23/2002 12262002 21 11/23/2002 30.94 |7YK CHEATHA
H 0106314PU 310000057 4 KG 101172002 12/26/2002 21 1041142002 4208 |*NSGA MARINE
] 0106315PU 3100000373 KG  |10/11/2002 122672002 21 1041172002 4769 |"NSGA MARINE
H 0117637 3100000372 KG  |12/05/2002 12262002 21 12/06/2002 31.28 YK TWIN PIM
| = . 667.59 -
e ] [ [fzooonzeiz [T [12@5m0nz  [12esp002 (25 | [12@sp0nz ] 67945 |
@ - 879.45
Account 4000006419 L 191.86
L mun 191.86

From this screen it is possible to drill down to the document details by double clicking

on any line item or clicking on a line item then clicking on

In addition there are the following options:

e To view the check number, then click on the payment document line and click on

This option is only possible if the invoice has been paid.

e To print the screen, then click E and complete the printer details screen.
e To sort the items, click on the column to sort by and then click for sorting in

ascending order or - for sorting in descending order.

e To find a certain item, click on ﬂl

The Find: Field List dialog box is displayed. Enter the search criteria. Click @ to
narrow the display of line items.

To total the items using a column, click on the column to total by and then click il
oH
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e To change the way the line items are displayed, click. The Line Layout: Standard
Variants dialog box is displayed. Select a standard or special display type and click

& .

g
e To display the Vendor Master record, Click the display master data icon 8

e To change an item, select the item that you wish to change (click once on the line or
click in the checkbox at the far left of the line) Click on the change document icon

ﬁ .

z Change Vendor Line Items

Use this system task to change the postings for a particular vendor in any given period.
Changes to amounts or account number are not possible on posted documents.

Menu Path:  ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE = ACCOUNT = CHANGE LINE ITEMS

Transaction code: FBLIN

To change vendor line items display line items as shown in the previous section
(Display Line Items).

Field Description/Usage

Vendor Enter the vendor number to view.

Company code Enter the desired base/fund company code. Note
that only the vendor line items that relate to this
company code will be displayed.

Select from the following Line Item selections.

e To make changes to unpaid invoices, click on [Open Items] Select a date or allow the
default to the current date.

Note: For the above selections, changes to the Payment Block, Payment Method,
Text and Assignment fields are possible.

e To make changes to paid invoices, click on [Cleared Items] Select the clearing date
or leave blank.
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e To make changes to all types of documents, click on all items, select a posting date or
leave blank.

V.
,// NOTE: For the above selection, only make changes to the Text and Assignment
fields.

¢ To make changes to the parked invoices, click on [Parked Items].

/ NOTE: For parked items, it is possible to make any changes since they have not
been posted.

From this screen drill down to the document details by double clicking on any line item

or clicking on a line item then clicking on

Make the desired changes and then click on the post icon to save.
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z Reports

For Accounts Payable reports:

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
PAYABLE > PERIOD PROCESSING >INFORMATION SYSTEM > REPORT
SELECTION >

Transaction Code: F.98

z Accounts Payable Reports — Overdue Invoices

In order to ensure invoices are being paid promptly, a report can be executed to identify
any invoice that is “overdue”. This report of “overdue” items is based on the entry date
of the invoice and payment terms from the vendor master record. Use the following
menu path to execute this report:

Within the report tree that appears, select by double clicking:

Modes  Edit Goto  Utilities S

Application Tree Report Selection Vendors
& Set focus | G

ACCOUNTS PAYABLE REPORTS
&= AIMS Accounts Paysble Reports

—E Master Data
= Other Analysis

8 Purchasing Information
& Wendor Item and Payment Info

Select this Report —

&8 Check Register

@ Payment List Vendor Payments
Wendor Payments Owverdue Analysis .
Yendor Aging Report [ ] Overdue AnalySIS

08 Account Balances & Line Items
— 3 1099 Reporting

— @ SAP Accounts Payable Reports
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Frogram Edit Goto System  Help
(V] B E  C@@ I CHE Soo0 EAE @b
Selection: Vendor Payments Qverdue Analysis
& G J=
“endor selection
“endor account to
Company code 1015 ta
Line item selection
Open items at key date BQ!MUQBBS

Repart selections
Due date analysis 1 Analysis of line ite
Days for net due dat 1

Leave the “Vendor account” field blank, as you will want to have the system check ALL
vendors for overdue items.

Enter the appropriate company code. In the example above, we are using the Northwest
region MWR company code “1287”.

In the field labeled “Open items at key date”, enter a date three days ahead of today. For
example, today is 10/30/2000, enter 11/02/2000. The field will default to today’s date.
(Remember, EFT payments run “today” are dated with the next following business day’s
date for posting purposes, you have to allow for potential EFT payments paid on a Friday
to be posted on the Monday or Tuesday following, if there is a “long” weekend to be
captured).

The field “Due date analysis” will default to “1”

@

You may now “Execute” this process.

The following basic report will appear as shown below:
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List Edit Soto Settings System  Help

& || 2 JH @@ BHE Dnosn BE @
Object List:ZSAPDUEAN-01 -Vendor Payments Qverdue Analysis
F a9 ¥ S| 4 a0cET | BEEE

ZSAPDUEANO1 Yendar Payments Overdue Analysis

Data from 0241142003

CoCode 1015 MWE NS GREAT LAKES

Ols key dt 02/14/2003 Friday

Account type “endors
CoCode |MWendor “endaor Amt 1+
1015 2101501295 GERALD R HIEB 574.00
1015 2101507761 ALICIA B JONES 10.14
1015 2101509431 JOHN D PRLE 0.00
1015 210150947 1 GERALD R HIEB 0.00
1015 2101512417 DAMIEL T KOMNDIIELA g55.00
1015 4000000352 EDWARD DOMN AND COMPA 80.00-
1015 400000057 1 COMMANDER NAWY REGIO 2,704.50-
1015 4000002147 MATIOMNAL ASS0C OF CO 50.00-
1015 4000005085 CELEBRITY ENTERTAINM 1,500.00 -
1015 4000006021 DIRECT TV 44.91-
1015 4000011834 ACCENT NEOM SIGN WOR 290.00-
1015 4000011836 ADA S MCKINLEY ADULT 778.75-
1015 4000011835 ADVANTAGE BUILDING I 1,455.00-
1015 4000011877 CHICAGO BEARS FOOTEA, 5,000.00
1015 4000011574 CHICAGO CUBS BALL CL 15,080.00
1015 40000115949 CUSTOM AQUARIUM SERY 133.00-
1015 4000011921 FIVE STAR DISTRIBUTO 557.04 -
1015 4000012032 FFIZER AMIMAL HEALTH 135.06
1015 4000012055 SCC CLEANING CO NG 255.00
1015 4000012070 SUBURBAN CHICAGD MEW 361.38-
1015 4000012129 MEDIEWAL TIMES 514.50-
1015 4000012136 MAPA AUTO PARTS OF Wy 884.56-
115 4000012137 ENTERTAINMENT PUBLIC Z“SE?.AD-

You must review this report very carefully. Also, remember that Credit Memos (Shown
as a positive number in the report) may appear as “overdue”. These credits should be
collected directly from the vendors (since they are receivables), if MWR/VQ will not be
procuring goods or services from these vendors in the very near future.

Currently, this report does NOT have drill-down capability. Instead, create another SAP
session and using the Vendor Line Item Display, review each overdue item. Carefully

check the due date, drill-down to the invoice to check for blocking, review the vendor
master record for blocking, etc.

Remember to run this process frequently — at least once a week — to review and correct.
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B REPORTS

Display Purchase Orders by Vendor

You may find it necessary to run various reports to display purchase orders.
Individual purchase orders can be viewed very easily using the Purchase Order >
Display menu path. However, if it is necessary to examine all purchase orders for a
cost center (or group of cost centers), for a assignment category (for example USA
items), or for a specific purchasing group, use the following menu path:

Menu path: LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDERS
>PURCHASE ORDER > LIST DISPLAYS > BY VENDOR

Transaction code: ME2L
Field Description/Usage
Vendor Enter vendor number or range of vendor numbers
Purchasing Will default to 2000.
organization
Scope of list Will default to BEST. Do not change.
Selection Only use one of the following:
parameters 1 _OPEN_PO - Reports open purchase orders

2 NO INV - Reports Open purchase order with Goods
Receipt, but no invoice
3 NO _GR - Reports open purchase orders that have no Goods Receipt

but an Invoice

Purchasing Group

Enter purchasing group to create a report for only a specific purchasing
group. Leave blank for all purchasing groups.

Document type

Enter a document type (ie. restricted PO > $25K)

Merchandise
category

Enter Merchandise category to create a report that includes a specific
merchandise category. Leave blank for all merchandise categories.
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Furchasing Documents per Vendor
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Any of the selection criteria can be identified in order to create a report for a specific set
of data.
Choose any/all selection criteria to obtain the desired report.

Press the Execute icon ﬂ
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Edit

Systermn

List

Eoto

Environment

Help

b

JHee@ ERE DDo8 EHE

@ o

Furchasing Documents per Vendor

& ¢ Print preview PO history Changes

Delivary schedule

Services

PO Type VWendor Hame S5Gp Order date
Item Article Short text Mdse catoy
0T & Site SlLoc Order oty . lIn et Price Curr. per Un

450005910 NE 40ROOEE5E1 DIRECT SAFETY COMPANY 202 B1/22302003
E[ELELEN ROOT BEER 207001

K 1095 18 CAS 15,00 USD 1 CAS
5ti11 to be delivered 18 CAS 18000 USD  100.00 %
5ti11 to be invoiced 18 CAS 180 .66 USD  100.00 %

45R0BRGE35T NB 40EEEE1918 EAGLE MARKETIWG GRP IMC 202 1141202002
BEEET MODEL 24-CEA-10 CONWECTIOW STEAMER 207001

411249 1 EA& 6,678 .00 USD 1 EA
5ti11 to be delivered 1 EA& 6,678, 00 USD 100,00 %
5ti11 to be invoiced 1 EA& B, 672. 00 USD  100.00 %

4500004320 NB 40PER29Y5 MISSION RIDGE SKI RESORT 202 pE/ES 2002
E[E[EIE SHIRTS 207001

51018 25 EA 19.99 USD 1 EA
5ti11 to be delivered 25 EA 499 .75 USD  100.00 %
5ti11 to be invoiced 25 EA 499 .75 USD  100.00 %

4500BRGEE5S NB 4RREERSEYS LIRECO SUPPLY IMC 202 122302002
BRI QOD-p4520 MANITOWOC CUBER 207 EEE

411249 1 EA& 1,623.08 USD 1 EA
5ti11 to be delivered 1 EA& 1,623.08 USD  100.00 %
5ti11 to be invoiced 1 EA& 1,623.08 USD  100.00 %

BEREZ SEETE MAINTOWOC STORAGE BIN 2B7EEE1

A 11249 1 EA& a8 50 USD 1 EA
5ti11 to be delivered 1 EA A8 50 USD  100.00 %
5ti11 to be invoiced 1 EA 598 50 USD  100.00 %

4B00QRGEIE4 NE 40EEEEGES2 GILL GROUP INWC 202 11202002
E[ELELEN MODEL #2712 - SLICER, AMGLE-FEED SEMI 207001

411249 1 EA& 3,358.29 USD 1 EA
5ti11 to be delivered 1 EA& 3,388.29 USD  100.00 %
5ti11 to be invoiced 1 EA& 3,388.29 USD  100.00 %

45R0BRGEA0E NB 40EEERGETE1 GREAT PLAWES MODEL DISTRIE CO 202 B1/20/02003
BEEET TREADMILL 207001

K1

The resulting list will include all purchase orders with the criteria selected from the
selection screen. The purchase order can be examined by “double-clicking” on the actual

purchase order number. The Display Purchase Order: Item Overview screen will appear.
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You will be able to identify the status of the purchase order based on the quantities
received (still to be delivered) and quantity invoiced (still to be invoiced).

If you wish to view individual GR/IR documents, simply click on one of the line items
(make sure that the cursor is placed on an individual line item). Then select the PO

53] PO hist
HISTORY icon | 2AFC fistaty

List Edit Goto  Wiews Environment System Help

& || 20 @@ CHE Do HE @M
Order History for Purchase Order 4500005444 00008

@ GRIR assignment | Order price unit || Blocked stock

Cat.|Doc. no. Itm |MwT|Pstg. dt. Oty .in OUn Yalue in Tocal curr
GFR AEODOYEE19 | AOa8 | 1a1[ 10421 /02 T EA B.og  UsD
GR AEODOYER3G | 0008 | 102( 10421 /02 T- EA B.oE- UsD
GR SOOOOYE036 | 0008|101 10/21 /02 T EA o.oog UsD
GR SOODOTYEI43 000t (111022402 1 EA& B.oe  Ush
GR SOODOYE347 | 0008 | 102( 1022402 7- EA& B.oe- Ush
GR SOODOYE347 | 0009 1R2( 1022402 1- EA& B.oe- Ush
GR AOOEOYE348 |OOO8 | 101 [ 10/22/02 T EA& B.oe  UsDh
GFR AOOOEETE45 | G0aT | 1a1[ 1125402 1 EA& B.og  UsD
Total goods receipts g E& m.og Ush
IR-L{ 5190056190 |00as 1022002 B EA B.oe  UsD
IR-L{ 5190050190 | 000s 100224002 4 EA ao.oe UsD
IR-L| 5190050190 | 0oas 10224002 3 EA GO.oE  USD
Total inwoices 7 EA 140 .00 USD

If you wish to review the actual general ledger entry associated with the GR document,
“double-click’ on the line item, then select the ACCOUNTING DOCS... push button

Accounting docs...
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List of Docum L ounting

Documents in Accounting

Document category Document n|Ar
Accounting document BERDOEET38
Spec. purpose ledger 1001390736

o &I Original document| O3 38

If you wish to review an individual general ledger line item associated with the IR
document, “double-click’ on the line item.

Document  Edit  Goto Settings

i e T Help

& 3dH e SRE DO HE @m

Document Overview
G244 2 EF 2 FE R @ chose @ sae T B B E Todta

Doc.type : WE ( Goods receipt ) Normal document
Doc. number BEODAOET 38 Company code 1015 Fiscal year 2003
Doc. date B1417/2003 Posting date 6141742003  Period 64
Doc. currency usn
Itm|PE| 5| Account Account short text Cost ctr Order Assignment Amount | Text
1(81] [151008 RESALE IWWENTORY arer 28.04 [GIANT WAMILLA SAMDWICH
2|96 281010 GRYIR CLEARING 45000067 4400001 28.04-
3(81] 151000 RESALE INWENTORY arar 40.58 [SNICKERS
4(96] [2o1018@ GRYIR CLEARING 450000867 44000802 40.58-
5(81] [151000 RESLLE INWENTORY arer 47.70 [ORED SAMDWICH
G (96 281010 GRYIR CLEARING 45000067 4400003 47 .70
7|81 151080 RESALE INWENTORY 3TET 44 72 |CGHOCO TACO
8(96] [20101@ GRYIR CLEARING 45000067 4400004 44 72-
g({81] [151008 RESLLE INWENTORY arer G8.80 [KLONDIKE WAMNILLA
10096 2016818 GRYIR CLEARING 450000674400005 68.80-
11|81 151080 RESALE INWENTORY 3TET 42 50 |KIMG CONE
12|96 201818 GRYIR CLEARING 45000067 4400006 42 .50-
13181 151668 RESALE INWENTORY aray 85.80 [CLASSICS
14196 2016818 GRYIR CLEARING 450000674400007 85.80-
[
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z Display Purchase Order by PO Number
Use this process when a list of purchase orders is needed.

Menu path:

LOGISTICS > RETAILING > PURCHASING > PURCHASE

ORDERS > PURCHASE ORDER > LIST DISPLAY > BY PO NUMBER

Transaction code: ME2N

Purchasing Documents per Document Number

Field Name Description
Purchasing document Document number(s)
Purchasing organization Enter 2000.
Scope of list BEST is default.

Selection parameters

Only use one of the following:

1 OPEN PO - Reports open purchase orders

2 NO _INV - Reports open purchase orders with Goods
Receipt, but no invoice

Document type

Type of purchasing document(s)

Purchasing group

Enter Purchasing Group

Site

Enter site number or leave blank for all.

Item category

Leave blank

Account assignment category

Select using the drop down menu

Delivery date Date that the items are scheduled to be delivered
Validity key date Only items that are relevant for this date are shown
Range of coverage to Date that the outline agreement will be fulfilled
Vendor Vendor name

Supplying site Describes site from which material is supplied.
Article Article Number

Merchandise category

Merchandise Category

Document date

Date that the document was originally created

Intern. Article number
(EAN/UPC)

If material number is not known, but EAC or UPC is known

Vendor’s material number

Material number for the vendor

Vendor sub-range

Subdivision of a vendor's total product range according to
various criteria.

Promotion Number identifying a promotion for which procurement is to
take place.

Season Key that identifies season type

Season year Indicates the first season year when the material will be sold

Short text Short description of the material

Vendor name

Name of the vendor

Accounts Payable
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Select the execute button © to generate the list.
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List

Edit

Eoto

Environment

Help

Systerm

JH @@ DEE 0o BHE

Furchasing Documents by Document Number

= @3 Print preview PO histary Changes

Delivery schedule

Services

PO Type Vendaor Hame SGp Order date
Item Article Short text Mdse catgy
DI & Site SLoc Order gty. iy Met Price Curr. per Un

4500004774 NE 4000012084 NAVY PUBLIC WORKS CENWTER 260 AF 1252002
BeaE1 CONTRACT # WEE950-0Z2-C-0039 2070aa1

A Fonz 1 LOT 2,015,088 USD 1 LOT
S5ti11 to be delivered 1 LOT 2,015, 88 USD 108,80 %
5ti11 to be invoiced 1 LOT 2,015, 88 USD 100,00 %

4500004838 NB 4000011928 GENUITY SOLUTIOWS INC 260 OFMTFL2002
S[afefeki INTERMWET ADWAMTAGE 9.7 SERWICE, FLEX T1 2070001

K rooo 12 HMON 1,601,688 USD 1 MON
5ti11 to be delivered 12 HMON 19, 212,00 USD  100.08 %
S5ti11 to be invoiced 12 HMON 19, 212,00 USD  100.08 %
4500004859 NE  40A0004036 GKM INTERMATIOWAL 260 OF 182002
BeaE1 EG SMART SEAT FOR BRUNSWICE OMNI 2ZOoo 2070aE1
& Fooo 128 EA 5400 USD 1 E&
5ti11 to be delivered 128 EA 6,912 08 USh  108.080 %
5ti11 to be invaoiced 128 EA 6,912 08 USD  108.00 %
pEoE2 SHIPPING 2070aE1
A rFor 1 LOT 447 RO USD 1 LOT
Sti11 to be delivered 1 LOT 447 B USD  100.00 %
S5ti11 to be invoiced 1 LOT 447 B USD  100.00 %

In the output screen as shown above, the following user actions can be performed to
display further details. Place the cursor on a line item and select an icon to “drill down”
into the report.

Icons Description/Usage
& Displays details of the purchase order
PO istory Displays history of the purchase order such as goods receipts documents and
invoice documents.
Changes Displays any changes to the header of the PO

Deliv. schedule

Displays the delivery date, time, scheduled qty, qty delivered, and the creation
indicator

Services

Not used by MWR/VQ

Accounts Payable
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For example, place the cursor on the purchase order number, highlight it by clicking

once, then select .. The purchase order document overview screen appears.

162 Accounts Payable




Financial and Controlling

Display Purchase order: Item Overview

& ala H @@ SHE oDLon BE @m -

Dispiay Purchase Order : Item Overview

4500006905 NE B1/15/2003

40000060294 uso
Itern {1 |A |Adicle Shaort text FO guantity 0..|C |Deliv. date |Metprice Fer 0. |Mdsecat |Site D R |Infon
1 K SUGAR COOKIES 12[CAS|D  [@2/61/2003 1058/ CAS[ZO700E1 (4091 | 3
2 K CHOC CHIP COOKIES 15[CAS|D |B2/01/2003 12.56(1 CAS 2070001 (4091 O g

Select a line item to view more detail about that item. Click the & to return to the
purchase order list.
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z Display Purchase Orders by Account Assignment

Background Information

Purchase order listings, by merchandise category, enables the purchasing organization
and others to view all purchase orders that have been created for an account assignment
for an individual site or range of sites. Account assignment objects include cost center,

order, or asset.

Menu path:

LOGISTICS > RETAILING > PURCHASING > PURCHASE

ORDERS > PURCHASE ORDER > LIST DISPLAYS > BY ACCOUNT
ASSIGNMENT > GENERAL
Transaction Code: ME2K

Field Description/ Usage
Cost center Cost center number used on PO.
WBS element Leave Blank Not used
Order Internal Order Number
Asset Enter asset number or select from pull down menu
Sales document | Leave Blank Not used.
Network Leave Blank Not used.
Purchasing Enter 2000.
organization

Scope of list

“BEST” will default. Use default

Selection Only use one of the following:
parameters 1_OPEN_PO - Reports open purchase orders
2 NO INV - Reports open purchase order with Goods Receipt,
but
invoice
3 NO_GR - Reports open purchase orders with no Goods Receipts
but an Invoice
Document type | Enter purchasing document(s) type.
Purchasing Enter Purchasing Group
group
Site Enter site.
Item category Type of purchase order

Acct.

Account where costs are allocated

assignment

category

Delivery date Date that the items are scheduled to be delivered
Validity key Only items that are relevant for this date are shown
date
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Range of Date that the outline agreement will be fulfilled
coverage to

Vendor Vendor number

Supplying site Site supplying materials for stock transport orders
Article Material master number

Merchandise Merchandise Category Number.

category

Document date

Date that the document was originally created

Intern. article
no. (EAN/UPC)

If material number is not known, but EAC or UPC is known

Vendor’s article
number

Material number for the vendor

Vendor sub- Subdivision of a vendor's total product range according to various

range criteria.

Promotion Number identifying a promotion for which procurement is to take
place.

Season Key that identifies season type

Season year

Indicates the first season year when the material will be sold

Short text

Short description of the material

Vendor name

Name of vendor

Select the Execute

icon.

G| 818 Q@@ DBhk coon DO O

Purchasing Documents per Account Assignment
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Purchasing Documents For cost center

In the screen as shown above, the following user actions can be performed to display
further details. Place the cursor on a line item (such as line item number) and use the
following radio buttons in the menu to display further details of the line item of the
purchase order.

Icons Description/Usage
& Displays details of the purchase order

PO history Displays history of the purchase order such as goods receipts documents and
invoice documents.

Clossisis Displays any changes to the header of the PO

[5] el sched Displays the delivery date, time, scheduled qty, qty delivered, and the creation
' indicator

Carviens| VOt Used by MWR/VQ

List Edit Goto Environment

& || B dH @@ CEHE 0o EE @D
Purchasing Documents For cost center

& 3 Print preview PO history Changes Delivery schedule Senices

PO Type Wendor Name S6p Order date
Item Article Short text Mdse catoy
0T & S5ite SLoc Order gty. Un Wet Price Curr. per Un

AB0PPEE9ES NE 40EPEEE294 OTIS SPUNEMEYER INWC 271 B1/15/2003
AEEET SIGAR COOKIES 2070661

K 4091 12 CAS5 10,568 USD 1 CAS
Cost center 39349
5ti11 to be delivered 12 CAS 126. 0600 USD 100.00 %
5ti11 to be invoiced 12 CAS 126,000 USD 100.00 %
paRE: CHOC CHIP COOKIES 2070061

K 4091 15 CAS5 12,6500 USD 1 CAS
Cost center 3939
5ti11 to be delivered 15 CAS 187 .50 USD 100.00 %
5ti11 to be invoiced 15 LCAS 187 .60 USD 100.00 %
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Z Purchase Orders with Open Items:

You may find it necessary throughout the fiscal year and especially at the end of the year,
to check the status of all your purchase orders. For example, you may wish to identify all
those purchase orders where the promised delivery date has passed and the ordered goods
have NOT been received. In this case, you may need to re-negotiate the delivery date,
cancel the order with the permission of the requesting official, or void the purchase order
due to an error in processing. For example, the goods receipt/invoice was incorrectly
entered into the system through the “direct invoice” method.

To produce this report/listing of purchase orders where the delivery date has past without
full receipt of goods use the following menu path:

Menu path:  LOGISTICS > RETAILING > PURCHASING > PURCHASE
ORDERS > PURCHASE ORDER>LIST DISPLAYS > BY PO NUMBER

Transaction Code: ME2N

gl 22 8dH0 Q@ee BHE anon DR @
Furchasing Documents per Document Number

ra

=
K=
=
=
| )
=
=
=
|
=
=
=
=
=
=
=
=
=

Ll

oo
o
L
oo
o
o
o
o
N
__ I
i
oo
L
oo
.
L
oo
o

%

Accounts Payable 167




Financial and Controlling

This screen allows certain parameters to be set.

1. Leave the field “Purchasing Document” blank

2. The field “Purchasing Organization” will default to “2000”

3. The field “Scope of List” should default to “BEST”

4. Using the drop down arrow for the field “Selection Parameters”, select the first item

on the list, 1_OPEN_PO (AIMS Open POs) as shown below.

ection parameter for purchasing lists

S5el . param.|Descr. of selection parameter
L OPEN_PO |AIMS 0Open POs

2 NO_Thy ATMS FOs with GR, no invoice
3_NO_GR AIMS POs no GR, with invoice
A-ERLEDIGT|Closed RFOs

B-0OFFEM Open RFOs

BWTS Open notification guantities
GROB Rough GR

GUTSCHRIFT| Invoices exist

M-0FFEMN Open target guantity
R-ERLEDIGT| Mo open invoices

RECHWNUNG Open invoices

W-0FFEN Open target walue

Wa351 Open issue guantity

Wa352 Issue guantity reversible
WE161 Open goods receipt

WE1BZ Goods receipt exists

WE1B3 Open goods receipt

WET0O4 GE blocked stock exists

WE1 QS GR blocked stock exists
WE10G Goods receipt exists

WETE1 Open goods receipt: returns
WET1E2 GR exists: returns

Enter the relevant site in the field labeled “SITE”. You may choose to insert an entry
into the “Purchasing Group” field if you wish to further refine the search. You may use
any of the criteria on this screen and in the dynamic selections to further identify the

purchase orders.

168

Accounts Payable




Financial and Controlling

In the field “Delivery Date”, you need to identify the promised delivery date(s) (from the
purchase order) that you wish to view. For example, you may wish to view ALL
purchase orders with delivery dates that were prior to 15 October 2002. The resulting
report will list all purchase orders with delivery dates prior to 15 October 2002 that have
NOT been fully received. In our example, we will put 10/15/2002 in the “Delivery Date”
field. Double click in the delivery date field, select “less than”or “<”.

Select by Initial Yalue
Delivery date
Description
Less Than or < . clie el
. Greater than or equal 1o
K |Less than or equal to
& | Greater than
& |Less than
B [Motequalto
E1jD] [ L[]
|@Select |-E:-c|:|ude from zelection |
¥ [ Delete line 3%

This will ensure that you will get a listing of all purchase orders with delivery dates “less
than” or prior to 10/15/2002.
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Click the Execute icon. ﬂ
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List

& | B

Edit Goto Environment Systerm Help

4 A CHR D048 HE @6
Purchasing Documents by Document Number

& ¢ Print preview PO history Changes Delivery schedule Senices

FO Type Mendor Name SGp Order date
Item Article Short text Mdse catoy
0T & 5ite 5Loc Order oty ] Wet Price Curr. per Un

4500005954 NB 4000014320 WORKRITE ERGOMOMICS ACCESSORIES INC 271 10/10/2002
BEOE1T #2128-22 BANANA BOARD 5¥5. W KEYBOARD 2070601

kK 4090 12 EA 21112 UsD 1 EA
5ti11 to he delivered 12 EA 2,533 44 USD 10000 %
5ti11 to he invoiced 12 EA 2,533 44 USD 10000 %

4R00005982 NB 4000014347 OLDPORT MARIME 271 1041172002
HEART Service for hospital Moorings halls #15- ZETAOE1

K 4093 19 E&A 125 60 USD 1 EA
5ti11 to he delivered 19 E& 2,375 .60 UsDh 10060 %
5ti11 to he invoiced 19 E& 2,375 B0 Ush 10060 %

2[e]alzhed Replace 20',1/2" galvanized chain with  20¥0001

K 4093 15 E&A 10060 USD 1 EA
5ti11 to he delivered 15 E&A 1,600 600 USD 10000 %
5ti11 to he invoiced 15 E&A 1,600 60 USD 10000 %

AEER3 142" galvanized shaclkles for the moorin ZETAMDT

K 4093 o EA 8. 60 UsD 1 EA
5ti11 to he delivered an E& 240 00 USD  100.00 %
5ti11 to he invoiced an EA 240 600 USD  100.00 %

QooEd Replace 30", 1/2" galvanized chain 20TE00m

K 4093 4 EA 15000  USD 1 EA
5ti11 to he delivered 4 EA GO0 O USD  100.00 %
5ti11 to he invoiced 4 EA GO0 O USD  100.00 %

AEARG 142" galwanized shacklea for anchorin 2ETAMAT

K 4093 4 EA 8. 60 UsD 1 EA
5ti11 to he delivered 4 EM J2.08 USD  100.00 %
5ti11 to he invoiced 4 EA a2 .08 UsSD  100.08 %

BEOAG Place {15} single pennants-Braided (Com 2070001

K 4093 15 E&A 167 00 USD 1 EA
5ti11 to he delivered 15 E&A 2,505 60 USD 10000 %
5ti11 to he invoiced 15 E&A 2,505 00 USD 10000 %

The resulting report, as shown above, should be reviewed very carefully. Requesting
officials and/or vendors may need to be contacted to determine the true status of the
order. You will also find it necessary to determine whether items on these purchase
orders were incorrectly received and invoiced through the “DIRECT INVOICE” method.
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After determining the status of the purchase orders, some purchase orders may need to be
“deleted/closed”. In the case where NONE of the line items have been received, the
entire purchase order should be “deleted”.

z Report Purchase Orders — With Goods Receipt but with No Invoices

Periodically, you will need to review the status of Purchase Orders that have had Goods
Receipts entered into the system, but have had NO INVOICE entered. In some cases,
you will need to follow-up by calling the vendor for the invoice and in other cases, you
will find that the invoice was actually entered through the “direct invoice” method in
error. If this is the case, you must REVERSE the goods receipt in order to reverse the
duplicate expense for the items (remembering that at the time of the Goods Receipt, the
expense is incurred).

To produce this report (listing) of purchase orders where goods have been received but no
invoice has been entered, use the following menu path:

Menu Path:  LOGISTICS > RETAILING > PURCHASING > PURCHASE
ORDERS > PURCHASE ORDER>LIST DISPLAY > BY PO NUMBER

Transaction code: ME2N
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Leave the first field, “Purchasing document” BLANK.
The next field, “Purchasing organization” should default to “2000”.
The next field, “Scope of list” will default to “BEST”.

For the field, “Selection parameters”, using the drop down search arrow, select the
second item on the window listing: 2 NO_INV (AIMS PO’s with GR, No Invoice)

Enter the relevant site number in the “SITE” field. In our example, we have used site
number 1287. You may also select a purchasing group, if you wish to further narrow the
parameters of your search. (You may use ANY of the criteria on this screen and/or in the

Dynamic Selections . to further identify the purchase orders you wish to search for)
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@

Click the Execute icon

Environment Systern  Help
q CE@ CHRER DDO0 EHE @&
Purchasing Documents by Document Number

List

Edit

iFoto

T

& ¢ Print preview PO history Changes Delivery schedule Senices

FO Type Mendor Name SGp Order date
Item Article Short text Mdse catoy
0T & 5ite 5Loc Order oty ] Wet Price Curr. per Un

4500005954 NB 4000014320 WORKRITE ERGOMOMICS ACCESSORIES INC 271 10/10/2002
BEOE1T #2128-22 BANANA BOARD 5¥5. W KEYBOARD 2070601

kK 4090 12 EA 21112 UsD 1 EA
5ti11 to he delivered 12 EA 2,533 44 USD 10000 %
5ti11 to he invoiced 12 EA 2,533 44 USD 10000 %

4R00005982 NB 4000014347 OLDPORT MARIME 271 1041172002
HEART Service for hospital Moorings halls #15- ZETAOE1

K 4093 19 E&A 125 60 USD 1 EA
5ti11 to he delivered 19 E& 2,375 .60 UsDh 10060 %
5ti11 to be invoiced 19 E& 2,375 00 UsDh 100,00 %

pooE2 Replace 20',1/2" galvanized chain with 2070001

K 4093 15 E&A 100600  USD 1 EA
5ti11 to he delivered 15 E&A 1,600 60 USD 10000 %
5ti11 to he invoiced 15 E&A 1,600 60 UsD 10060 %

[EEn3 142" galvanized shaclkles for the moorin ZETAMOT

K 4093 an E& 8. 60 UsD 1 EA
5ti11 to he delivered an EA 240 600 USD  100.00 %
5ti11 to be invoiced 3o EA 240 00 USD 100,00 %

pooEd Replace 30", 1/2" galvanized chain 207e0m

K 4093 4 EA 165000 USD 1 EA
5ti11 to he delivered 4 EA GO0 O USD  100.00 %
5ti11 to he invoiced 4 EA GOE. O USD  100.00 %

E ()] ek 142" galwvanized shacklea for anchorin 2ETAHET

K 4093 4 EM 8. 60 UsD 1 EA
5ti11 to he delivered 4 EA a2 .08 UsSD  100.08 %
5ti11 to be invoiced 4 EM J2.08 UsSD 100,00 %

BAOAG Place {15} single pennants-Braided (Com 2070001

K 4093 15 E&A 167 00 USD 1 EA
5ti11 to he delivered 15 E&A 2,505 00 USD 10000 %
5ti11 to he invoiced 15 E&A 2,605 60 UsD 100 .60 %

4R000R5986 NE 4000014330 CARDIO THEATER 271 101112002

The resulting report should be reviewed VERY closely. By noting the “order date” in the
far right column, you may detect that some items are current and are awaiting invoices
from vendors. Vendors may need to be contacted and reminded to submit an invoice in
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cases where the purchase order appears “old”. You must also ensure that the invoice was
not erroneously entered through the “DIRECT INVOICE” method resulting in a doubling
of the expense for that item. If this occurs, be sure to reverse the Goods Receipt (through
the Logistics module), then “close” out that purchase order so no further goods
receipts/invoice can be entered against it.

z USA Report- PO’s With Goods Receipt

It may be necessary to review the status of USA Items that have been procured through
the Procurement module and have been received (using Goods Receipt). The following
report may be used for information only, as per USA Procedures (as directed by MWR
HQ), the USA offset entry and establishment of the receivable cannot be made until the
time of invoice verification (or time of inputting of the invoice!!) You may find this
report useful in an effort to monitor and manage USA purchases or to correct errors prior
to invoice/vendor payment.

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL
LEDGER > PERIODIC PROCESSING > INFORMATION SYSTEM > REPORT
SELECTION

Transaction Code: F.97

SELECT: MONTH END REPORT>GOODS RECEIPT USA OFFSET REPORT

MNodes  Edit Goto  Utilities Settings  Systern Help

& 2 HCEQ  CHE ODhO0 HE @

Application Tree Report Sefection General Ledger
& Setfocus | g

GEMERAL LEDGER REFORTS

—& Month-end Reports

Executive Summary Report

Executive Summary Cash Flow Stmt

Self Sufficiency Summary

Self Sufficiency USE Report

U5 APF Support Expense Report

UsSA APF Offset Report

Operating and Financial Standards
—LB Balance Sheet/P+L Statement

Summary Operations Statement

Planfbct. - Departmental Operations
Budget Performance Bctiwity

Invoice Werification USA Offset Report
Goods Receipt USA Offset Report

Cost of Goods Sald

Executive Summary 12 Months D@

@ Payroll Programs

& Maonth-end Processing

—E General Ledger Reports
—E Special Ledger Reports
—&E Controlling Reports

—@E SAP General Ledger Reports
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On the selection screen, simply enter the Company Code (MWR ONLY), and enter “S”
in the Account Assignment Category field. ALWAYS remember to enter the date range
of the month you are working in. For example, if you are reviewing July 2001 USA
purchases, enter the Posting Date (article doc) range of 07/01/01 to 07/31/01. If you
want to search more specifically, you can enter a USA Offset Account (the offset account
that would be used for setting up the receivable entry) specific posting date, cost center,
general ledger account originally entered at time of Purchase Order creation.

After selecting the appropriate criteria, hit “execute” b

Systern  Help

Al 200 a0 CHE DDon AR @B ¢

Goods receipt information (USA itemns)
FAFTF 2% O DEATeL B4 B

Goods receipt information (USA items)
CoCd | Year|Art docno  |POnumber PO item|AC  |Article |Description Gite  |Costetr |GIL acct USA Offset MvT  |o Arnaunt| Curr.
e 5000085334 |4600000339 | 00001(3 TOOLS AUTO HOBEY|1097 752000 [101 675.00 [USD
70100003 5 675.00 USD
5000085333[4600000338 [ 00001[8 | [5UPPLIES 1097 [0 [101 ] 24000 [USD
7520000 5 240.00 USD
16 e o n 91500 USD
%3 PR ass 01500 USD
1353 e suns 01500 USD
. wm=ss 01500 USD

This report is easier to read if you display it using the print preview button

List Edit Goto Setftings

G| 200 CoQ DHB DN0D BE @B

Goods receipt information (USA items)
FNEATE ZHEAR AT TR| EEd H| M

Goods receipt information (USA items)

CoCd|Year|Art. doc no|PD number |PO item|AC| Article|Description Site|Cost ctr|G/L acct|USA Offset|MwT Amount | Curr.
1353(2003| 5000085334 | 4600000339 BOAO1 | TOOLS AUTO HOBBY |1097(1116 7016000 | 752000 101 675.00 |USD
* 1353 (2003 1116 701808 G75.00 |USD
1353(2003| 5000085333 |46A00A0338| BOAO1|S SUPPLIES 1097|1116 7hzE08 |0 101 240.00 |USD
* 1353(2003 1116 752000 240.00 |USD
v+ 1353|2003 1116 915.00 |USD
se 1353|2003 915.00 |USD
Brrt 1383 915.00 |USD
CoCd|Year|Art. doc no|PD number |PO item|AC| Article|Description Site|Cost ctr|G/L acct|USA Offset|MwT Amount | Curr.
RrEan 915.00 |USD
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It is important to note that on the Purchase Order, the Facility Manager or Procurement
staff should enter the appropriate general ledger expense account for the initial
expenditure. Do NOT enter the USA Offset account (752000) on the Purchase Order (if
you do you will receive an error!). The report shown above will “PROPOSE” the offset
account that should be used if the receivable was set up.

As you can see from the example, an error was made by the individual creating the
Purchase Order (they used the USA Offset General Account number). As a result, the
system CANNOT propose the USA Offset account because the error was made. This
error should be resolved as soon as possible. To resolve the error, the goods receipt
should be reversed (see Section 2: Goods Receipt — Transaction Code MB01 Movement
Type 102). The Purchase Order should be corrected (entering a GOOD general ledger
account number), then the goods receipt should be redone as well!

JHC@@ BRHE ODho0 HE @m
Goods receipt information (USA items)
FNAFTF ZHAR OCHETE BEa B 1PN

Goods receipt information [USA items

CoCd [Year|Art. doc no|PO number [FO item|AC|Article|Description Site|Cost ctr|G/L acct|USA Offset|MwT Amount | Curr.
1353|2003| 50A00OB5334 | 4600000339 0AGO1 (S TOOLS AUTO HOBBY [1097] 1116 701008 | 752000 101 675.00 |USD
2 1353|2003 1118 7o1008 675.00 |USD
1353|2003 50A0AB5333 |4600000338| Oo001 (5 SUPPLIES 10971116 TR2000 (B 181 240,00 | USD
1353|2003 1116 752008 240.00 |USD
1353|2003 1116 915.00 |USD
* 1383 (20083 915.00 | USD

trrr 1353 / 915.08 (USD

/

CoCd [Year|Art. doc no|PO number [FO item|AC|Article|Description Site|Cost ctr|G/L acct Usyﬂffset HuT Amount | Curr.

***** y 91508 |USD
The USA Offset General Ledger

Account Number was used instead of

the general expense account.
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ZTRAVEL ADVANCES PROCESS

SUMMARY

Employees travelling on behalf of MWR or VQ are sometimes entitled to request and
receive travel advances. This is entirely voluntary. If the employee chooses not to get a
travel advance then you proceed by simply posting an ordinary vendor direct invoice,
when they turn in their travel claim. The employee vendor is credited and the offsetting
debit entries are posted to the appropriate travel and per diem related expense accounts.
An example of this document is shown below:

Stepl: Issuing of Travel Advance Request: The special g/l indicator “E” can be used
with vendor line items to direct the debit amount to the AR EMPLOYEE TRAVEL
ADVANCES g/l account. A summary of this journal is shown below:

Example: An employee has been approved for a travel advance in the amount
$200.00

CR (PK 31) Employee Vendor Account (201000) 200.00
DR (PK 29 “E”) Employee Vendor Account (133004) 200.00

Payment of Travel Advance Request: This step is performed automatically during the
automatic payment runs for EFTs or checks. If a check payment is required immediately,
a “hot check” can be printed by the appropriate user by processing the vendor open item
created in Step 1: Processing Employee Travel Advance Request. Be sure that the open
item is selected for the “hot check”. A “payment on account” should never be used
for a travel advance.

Once the travel advance is paid, the employee vendor line items will appear as shown
below. Note that the travel advance amount was paid (by check in the example below),
but there remains debit or Receivable amount from the employee vendor.

Step 2: Recording of Travel Claim: Once the employee has completed the travel, they
are required to submit a travel claim within five working days. With this submission the
travel claim adjudication process can begin in SAP. Processing the travel claim involves
simply posting an ordinary vendor direct invoice. The employee vendor is credited and
the offsetting debit entries are posted to the appropriate travel and per diem related
expense accounts. Other offsetting expense accounts are possible here as well. An
example of this document is shown below:

CR (PK31) Employee Vendor Account (201000) 250.00
DR  (PK 40) Travel and Per Diem Expense (721000) 250.00
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Step 3: Issue of Travel Claim Payment or Receivable:

Issue of Travel Claim Payment: Once the travel claim has been entered, the employee
vendor line items will appear in the vendor account as a debit and credit. Note that the
travel advance amount will be shown as a debit (PK 29 E) and the travel claim amount
will be a credit (PK31). The net amount due will be a credit for $50.00, which is due to
the employee. The payment run will automatically net out the debit and credit and
pay the net difference by either check or EFT.

Collection of Travel Claim Receivable: In the case where the travel claim is less than the
travel advance, A debit will sit in the Vendor’s line item until a collection process is
started to receive the amount due from the employee.

The receipt of the money can be accounted for using the DAR process for vendors. As
this process is in itself unusual (collected receivables from vendors), an example is shown
below:

Example: An employee pays back the excess travel advance

DR (PK 40) DAR/POS Clearing Account (101060) 50.00

CR (PK 39 “E”) Employee Vendor Account (133004) 50.00

PLEASE NOTE: If a credit is entered for this Employee Vendor, at any time while a
debit is there, the two line items will net out and the difference will either pay out in form
of a Check or EFT. If the credit isn’t greater then the original debit in his/her vendor
account then a debit will continue to sit in his/her account. To prevent the debit from
netting out with any other credit, you must block the line item.
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SAP PROCEDURE

24 Step 1: Processing of Employee Travel Advance Request.

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
PAYABLE > DOCUMENT ENTRY > INVOICE

Transaction Code: F-43
The Opening screen: Enter Vendor Invoice: Header Data

| = 8|qBIe@e CHE shon BD O

Enter Vendor Invoice: Header Data

| Held document H Act assgnmt model... H G/L itern fast entry || Post with reference ‘

_BZHHQDDS Iﬂﬂ I@
_BZH 172003 E

TO 03-68595
TRAVEL ADY 03-6895

First line item

Pstky 31 Account [135305043 @_G!L Trans.type

Field Name Proper entry

Document date The date of the travel advance

Document type KR — Vendor Invoice

Posting date Same as the Document date

Reference VERY IMPORTANT: The format of data entered in this field must

always be consistent. The following is the recommended format: “TO
02-123” where “TO ” stands for travel order and the numbers represent
the travel order number.
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Doc. header text | To aid searching the following format is recommended: “TRAVEL
ADV 02-123”

Next line item

PstKy 31 — The Credit side of the Invoice

Account Employee Vendor Number

Press the[Enter]key or click on the green checkmark @ icon.

The Second screen in the Process: Enter Vender Invoice: Add Vendor Item

Document  Edit Goto  Extras Environment  Systern  Help
A 0ICE& | O EE S 4a | EE G
Enter Vendor invoice: Add Vendor item

Settings

L E B O = More data | Act assgnmt model.. | G/L itern fast entry | Tax amounts

“endor 2135305048 YWETTE JOHNSON G/L acc 201000
Company code 1353 5615 PLUMMER BLWD APT G
MyWR MID-ATLANTIC REGION SUFFOLK
Iterm 1/ %endor credit / 31
Arnount 600, 0O UsD
[ Calculate tax

Payt terms wata Days/percent ! !
Bline date 0271172003 Fixed
Disc. base Gon. oo Disc. arnount
Invaice ref. ! !
Prant block Prant method Prant meth.supl.
Assignment
Text *TRAVEL ADVANCE FOR MAF TRAVEL ORDER TO 02-6395

Mext line item

Pathy 29 Account 2135308048 Sp.GIL  E Trans.type | @ew co.code
The Field Name The Proper Entry
Amount Amount of the Travel Advance
Bline date Should default correctly from document date
Disc. base Enter the same amount as the Amount field to avoid error message
Text We recommend: “*TRAVEL ADVANCE FOR NAF TRAVEL

ORDER TO 02-291”

Next Line Item :

PstKy (Posting Key) 29 — Special GL Debit

Account Employee Vendor Number

Sp. G/L E — Employee Advance
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Press the [Enter] key or click on the green checkmark @ icon to proceed to the detail
screen for the next line item.

Docurment  Edit Goto  Extras  Settings 5

Environment Sy

BB IeE@ SHE D000 EE @

Enter Vendor invoice: Add Vendor item

A2 B B 0 = More data | Act assgnmt model.. | G/L itern fast entry | Tax amounts

“endor 2135306048 YWETTE JOHMSOM

Cornpany code 1353 5615 PLUMMER ELYD APT G
R MID-ATLANTIC REGION SUFFOLK

G/l acc 133004

ltern 2 / Empl advance debit /29 E
Amount GO0, 0o usp
[ Calculate tax
Due an 02725703
Pront black Prant method Prant meth. supl.
Assignment
Text *TRAVEL ADVANCE FOR NAF TRAVEL ORDER TO 02-6395 '@ Longtext |
Next line item
Pathly Accaunt Sp.GIL Trans.type Mew co.code
The Field The Proper Entry
Name
Amount Total amount of the approved travel advance request.
Due on IMPORTANT!!! Enter the date the travel claim is to settled or due, this
date should not be the same date as the date of the travel advance request.
If the date is the same the automatic payment program will not correctly
pay the travel advance.
Text We recommend: “*TRAVEL ADVANCE FOR NAF TRAVEL
ORDER TO 02-123”

Press the [Enter] key or click on the green checkmark @ to check the entries in the
current line item.

You may or may not receive the following message depending on whether you entered an
amount in the Disc. base field. Due to the nature of this particular document (i.e. two
vendor-related line items), the system cannot automatically derive the Disc. base amount.
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Information x|

Enter dizcount baze amount, automatic calculation nok

0 pozzible

g ok Help

If you receive the message above, enter the amount of the travel advance into the field
labeled Disc. base. You can avoid this error message altogether if you simply enter the
Disc. base before proceeding to the next screen (pressing Enter).

Q
Now click on the “Document Overview” icon to view a summary of the travel

advance document.
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Document Edit Goto Extras  Zettings  Enwironment  System  Help

V] BIE e SR DNL8 HE @M

Post Document: Display Overview

@ Display currency | Park document  Act assgnmt model.. | GAL itern fast entry | Taxes

Document date 02/11/2003 Type KR Campany code 1353
Posting date p2/s11/2003 Period 5

Document number  INTERMAL Fiscal year 2003

Reference TO 03-6895 Cross-CC no.

Doc. header text TRAVEL ADY 03-6395

ltems in document currency

Itm PK CoCd Account Description CostCr Order Amount

pat a1 2135305043 YWETTE JOHNSON 600, O0-
ooz 29 2135305049 YWETTE JOHNSON GO0, B0
0 GO0, OO C 500,00 o.oo ot 2 Line items
Cther line item

Psthey Account op.GIL Trans type Mew co.code

As you can see from the Display Overview screen the Debits equal the Credits and the

Ll
document can now be saved by clicking on the Save icon. Of course, the 10-digit
document number should be recorded on the travel claim paperwork.

Once the travel advance is posted, the employee vendor line items will appear as shown
below. Note that line item with the credit (PK 31) will be paid by the automatic payment
program (either check or EFT), while the debit (PK 29 E) item will not be paid since its
due date is 10 days from the date of the advance. This due date is critical for the
advance to be paid.
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If the due date is set as a date before the automatic payment program is run, the two open
items will be cleared together and no advance payment will be made to the employee.
Employee travel advances should be carefully reviewed to ensure that the payments are
actually made.

List Edit Goto Extras Environment Setti Sys

@ | ] EERN - SRR 000 BE @
Vendor Line Item Display

S & 3 \@@@\?&‘E‘\@@ﬁ|2% | Selections

Run Date: 02/11,/2003
User: HO_PEE7F10

YVETTE JOHNSON 2135305049
5615 PLUMMER BLYD APT G
SUFFOLK VA 23435-0000

|' Stat |CoCd |Reference Doc.no Type |Docurnent date |Posting date  |PK | DD|Met due date |z Amount in local cur. |Text

|_| B (1353 |TO 036695 3600009605 KR |02/11/2003 0271142003 31| & 02/11/2003 600.00- [FTRAVEL ALWA
|_| T 036895 3500009608 |KR |02A11/2003 02A11/2003 29 |8 |02/25/2003 GO0.00 |*TRAVEL ADWE
|| = . 0.00

|_| Account 2135305049 dhee 0.00

= T 0.00

PLEASE NOTE: The ordinary vendor payable generated by the credit side of the
document described above will be automatically selected and paid during the regular
payment run for either EFTs or checks. Unless a “hot check” must be issued for the
travel advance, no further intervention by the AP technician is required to issue the travel
advance to the employee.

2.5 Step 2: Issuing Travel Advance

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
PAYABLE > ACCOUNT > DISPLAY/CHANGE LINE ITEMS

Transaction Code: FBL1IN

This step is performed automatically during the automatic payment runs for EFTs or
checks. If a check payment is required immediately, a “hot check™ can be printed by the
appropriate user by processing the vendor open item created in Step 1: Processing
Employee Travel Advance Request. Be sure that the open item is selected for the “hot
check”. A “payment on account” should never be used for a travel advance.

Once the travel advance is paid, the employee vendor line items will appear as shown

below. Note that the travel advance amount was paid (by check in the example below),
but there remains debit or Receivable amount from the employee vendor.
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List Edit Goto Extras  Environment  Se sterm  Help

(V] al<a B QLoHE HhLn BE e

Vendor Line ftem Display
w2 Bla | RaER| T el EEE B85 | BB skt

Run Date: 02/11,/2003
User: HO_PEE7F10

YVETTE JOHNSON 2135305049
5615 PLUMMER BLYD APT G

SUFFOLK VA 23435-0000
" Stat |CoCd *|Reference Doc.no Type |Document date |Posting date  |PK | DD |Net due date |2 Amount in local cur. |Text
| w1353 1o 03-6asa 3500009608 KR |02/11/2003 02/11/2003 29 |8 022512003 600.00 [FTRAWEL ADWA
a . 600.00
@ TO 036595 3500009608 KR |02/11/2003 02/11/2003 31 02/11/2003 600.00 - [FTRAWEL ADWA
B 5000001134 (ZC |02/11/2003 02/11/2003 25 02/11/2003 600.00 [FTRAWEL ADWA
| e . 0.00
Account 2135305049 dhee 600.00
i e 600.00

PLEASE NOTE: It is always beneficial to review an employee’s vendor sub-ledger
account line items before processing a travel claim. Displaying the line items will
determine whether the employee has any outstanding travel advances or other debit items
posted from MWR credit card statements.

2.6 Step 3: Processing the Travel Claim

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
PAYABLE > DOCUMENT ENTRY > INVOICE

Transaction Code: F-43
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The Opening screen: Enter Vendor Invoice: Header Data

g 00 390 eee CHE nhon B QR

Enter Vendor Invoice: Header Data

| Held document ||Act assgnmt model... || AL item fast entry || Fost with reference |

_EIEIZB;‘BS Iﬂi I@
_EIEIZSf% E

TO K3-68595
TRAVEL CLAIM

First line item

Pstky 3 Account 135305048 @.Ga"L Trans.type

Field Name Proper entry

Document date The date of the approved travel claim submitted by the employee
(Employee must submit their travel claims within 5 days of the end
date on their travel order)

Document type | KR — Vendor Invoice

Posting date Same as the Document date, unless the period is closed

Reference VERY IMPORTANT: The format of data entered in this field
must always be consistent. The following is the recommended
format: “TO 02-291” where “TO ” stands for travel order and the
numbers represent the travel order number.

Doc. header text | To aid searching the following format is recommended:
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“TRAVEL CLAIM 02-291”

First line item

PstKy 31 — The Credit side of the Invoice
Account Employee Vendor Number

Press the [Enter] key or click on the green checkmark @ icon.

If there is a travel advance in the employee vendor’s account an information message will
appear telling of that fact.

Inforrmation
s E00.00 Employes advance - to 133004
o exist
¥ oK @  Help

s Emvironment

Y5

Enter Vendor invoice: Add Vendor item

2 EH B D =2 Moredata | Act assgnmt model.. | G/L item fast ertry | Tax amounts

Yendor 2135305048 YWETTE JOHWNSON GAlacc 201000
Company code 1353 5515 FLUMMER BLYD APT G

WAWWR ID-ATLANTIC REGION SUFFOLK

ftern 1/ %endor credit / 31

Armourt 800, 00 UsD
[ Calculate tax

Payt terms Va1e Days/percent ! !
Bline date 02/26/2003 Fixed

Disc. base Disc. amount

Invaice ref. { !

Prnt black Pmnt method Prnt meth. supl.
Agsignment

Text *TRAVEL CLAIM FOR NAF TRAVEL ORDER TO (3-6395
Mext line item

Pstky 40 Account 727000 SpGiL | @ns.type Mew co.code
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The Field Name | Proper Entry

Amount Total amount of the approved travel claim

Bline date Should default correctly from the document date

Text We recommend: “*TRAVEL CLAIM FOR NAF TRAVEL

ORDER TO 02-291”

To enter the offsetting line items to the appropriate Travel and Per Diem expense
accounts, click the G/L item fast entry pushbutton, if several line items, or enter as a
regular one-line item screen.

Enter Vendor Invoice: Add GL account items

Docurment  Edit  Goto

& E

Extras Environment  System  Help

Settings
q C G0 EE SO e EEE
Enter Vendor invoice: Add G/L account item

A @ B [ = More data | Act assgnmt model .|| G/L item fast entry | Tax amounts

721008 TRAVEL AMD PER DIEM
1353 MWR MID-ATLANTIC REGION

G/L account

Company code

[temn 2 / Debit entry £ 40
Armount 800. 00 UsD
Tax code [ Calculate tax
Cost center 1798 Crder | @
Article Site
Quantity
Assignment
Mext line item
Patkly Account Sp.GIL Trans.type Mes co.code

o
After entering all the necessary line items, click on the “Document Overview” icon

to view a summary of the travel claim and determine whether the debits and credits of
this transaction are equal.
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Enter Vendor Invoice: Display Overview

g 148 €ee LHR oD DR QN

Enter Vendor invoice: Display Overview

| Display currency H Park document || Act assgnmt madel... || G/L item fast entry || Taxes |

_DEIZSFEDDS Iﬂﬂ I@
_BQIQBEQDBS E
Iﬁiﬁmﬂ_ -ZDDS
mscCre

TRAVEL CLAIM

Items in document currency

Itm PK  CoCd Account Description CostCr Order Amount
0e1 3 2135305049 YVETTE JOHWSON 800. 00-
pE2 40 r21000 TRAVEL AND PER DIEM 1798 800. 00

D 800,00 C Boo. oo

2 Line items

Other line item
Petky | @coum SpEL Trans.type Mesw co.code

As you can see from the Display Overview screen the Debits equal the Credits and the

document can now be saved by clicking on the Save =
number should be recorded on the travel claim paperwork.

icon. The 10-digit document
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2.7 Step 4: Issuing the Travel Claim Payment or Collecting the Travel
Claim Receivables

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
PAYABLE > ACCOUNT>DISPLAY/CHANGE LINE ITEMS

Transaction Code: FBL1IN

Issuing the Travel Claim Payment

Once the travel claim has been entered, the employee vendor line items will appear
as shown below. Note that the travel advance amount is shown as a debit (PK 29 E)
and the travel claim amount is a credit (PK31). The net amount due is a credit for
$50.00, which is due to the employee. This will automatically pay when the payment
program is run, either check or EFT.

List Edit Goto Egtras  Emvironment  Setting 5

@ || BdEHICER BEAR D000 BE @0
Vendor Line ftem Display

w2 B0 AER|FaT #ad| 3% | Selections

Run Date: 02/12/2003
User: HO_PEE7F10

YVETTE JOHNSON 2135305049
5615 PLUMMER BLYD APT G
SUFFOLK VA 23435-0000

|' Stat |CoCd |Reference Doc.na Type |Document date |Posting date  |PK | DD |Net due date |2 Amount in local cur. |Text

|_| B (1353 |TO036G95 3500009608 KR |02/11/2003 02/11/2003 29 |8 022512003 600.00 [FTRAWEL ADWA
|_| TO 036895 3500009609 KR |02/726/2003 02/26/2003 31 | @ |02/26/2003 B00.00- [*TRAVEL CLAI
| | = . 200.00 -

|_| @ TO 036595 3500009608 KR |02/11/2003 02/11/2003 31 02/11/2003 600.00- [FTRAWEL ADWA
|_| 5000001134 (ZC |02/11/2003 02/11/2003 25 02/11/2003 600.00 [FTRAWEL ADWA
] @ . 0.00

|_| Account 2135305049 dhe 200.00 -

= T 200.00-

The ordinary vendor payable represented by the credit open item of the document
described in the case where the travel claim is greater than the travel advance, will be
automatically selected and paid during the regular payment run for either EFTs or
Checks. AS SHOWN ABOVE.

Collecting the Travel Claim Receivable

In the case where the travel claim is less than the travel advance, A debit will sit in the
Vendor’s line item until a collection process is started to receive the amount due from the
employee.
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The receipt of the money can be accounted for using the DAR process for vendors. As
this process is in itself unusual (collected receivables from vendors), an example is shown
below:

Example: An employee pays back the excess travel advance

DR (PK 40) DAR/POS Clearing Account (101060) 50.00
CR (PK 39 “E”) Employee Vendor Account (133004)

PLEASE NOTE: If a credit is entered for this Employee Vendor, at any time while a
debit is there, the two line items will net out and the difference will either pay out in form
of a Check or EFT. If the credit isn’t greater then the original debit in his/her vendor
account then a debit will continue to sit in his/her account. To prevent the debit from
netting out with any other credit, you must block the line item.

1.5 Supplement MWR Credit Card Statement Settlement

Sometimes when MWR credit card settlements are being posted, certain purchases are
submitted that need to be adjudicated on a Travel / Expense Claim. Rather than
expensing these purchases on the MWR credit card journal, they should be debited to the
relevant employee’s vendor account.

Once the employee has completed the travel, they are required to submit a travel claim
within five working days. With this submission the travel claim adjudication process can
begin in SAP. Processing the travel claim involves simply posting an ordinary vendor
direct invoice. The appropriate MWR credit card vendor (HINT: always search by
Account Holder name as this is the Approving Officer’s name, rather than the vendor’s
name which is always CITIBANK) is credited and the offsetting debit entries are posted
to the appropriate expense accounts AND the employee vendor account (if applicable).
An example of this document is shown below:

Example: An Approving Officer has filed a credit card settlement in the amount of
$1,000.00

CR (PK 31) Credit Card Vendor Account (201000) 1,000.00

DR (PK 40) Supplies (701000) 465.00
DR (PK29E)  Employee Vendor Account (133004) 500.00
DR (PK29E)  Employee Vendor Account (133004) 35.00

Other offsetting expense accounts are possible here as well.

An example of an MWR credit card settlement journal is shown below:
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Settings  Ex Environrnent tern  Help

Bl H@E@ CHE SDo0 HEE @

Document Overview
H2HB AP HETFEFE D @ chose @ save T E G EH B Tadata B &

Edit Goto

Docurnent

Doc.type : KR ( Wendor invoice ) MNormal document

Doc. number 3500009610 Company code 1353 Fiscal year 2003
Doc. date 02/28/2003 Posting date 02/28/2003  Period a5
Ref. doc. AQ AJOMES FEB
Doc.currency  USD
Itm|PK|S |Account Account short text Cost ctr |Order Assignment Amount |Text
1|31| |3000002585 CITIBANK CARD 20030228 1,000.00-
2[29|E (2135305048 |YWETTE JOHHSON 20030228 500.00 |*AIRLIME TICKETS
3[29|E (2135305048 |YWETTE JOHNSON 20030228 35.00 |*REGISTRATION FEE
4(40) (Fot000 SUPPLIES 17898 485.00
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z Displaying Archived Images of Payment Media (Checks, EFT
Remittance Advices)

In version 4.6C, it is now possible to view an image of virtually all correspondence
output from SAP. This includes payment media such as EFT remittance advices and
checks.

The most practical way to find an archived image of a payment medium is to navigate to
the relevant vendor or customer line item display screen (t-code FBLIN or FBL5N).

G|l 3dH e OHR d0L0 BR @F
Vendor Line item Display
WO M@ 2ES @@B| FaY| BEss| & %0 M| B ccebons

Status: B open A Parked @ Cleared -
Due date: Overdue & Due <&@ ot due =
Run Date: 02/19/2003 Page
User: JPHILLIPS
NORTH COAST ELECTRIC 4000002126
PO BOX 97010
BELLEVUE WA 980809-9710
Stat |CoCd|Reference Doc.no. Type|Doc. date |Pstg date |PK|DD|Wet due dt| Amt in loc.cur. |Text

] @ |1834[122 3500881116 KR |01/24/2003]01/24/2003| 31 a1424/2083 1,708.808- |DEC BILL
1 @ [1834 8200000985| ZT, |01/30/2063|01/308/2003 |25 81/30/2003 1,7680.688

@ [1034 * 0.0@

** fccount 4000002126 \ 0.08
Run Date: B2/19/2003 Fane
User JPHILLIPS

This is the payment document. The document types for
payments are always ZT (EFTs) or ZC (Checks).

stat | EODG] Reterence

| Ligili) I

[+

anl | I

[ | oAt (1) (fooy 22 1 INS

i

To view an image of the EFT remittance advice that is attached to the payment document,
drill-down on the payment document line item. Then display the overview of the

Q
document by pressing the Document Overview button <&
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Once the document overview is displayed, double-click on the first line item of the
document for the paying company code (for MWR, VQ and CNAFT this is 7900; for
NFCs there will only be one document).

Alternatively from this document overview screen, the menu path Environment ->
Additional Assignments -> Object Links can be used to display the archived image
immediately. Use the menu path once the first line item of the document for the paying
company code is selected with a single-click.

G BdH eae DHR ©hog @@
[@a] cross-Company Code Transaction: Overview
T2 AP HAET S FHEEE® G Cchoose [ sae TR G H T B

L4l

EFT payment
Cross-company n 82000146408790083 Doc.currency  USD
44 CoCd Doc.no. Year Type Doc. date Pstg date Period Reference Curr. Entry date
Itm PK 5 Account Account short text  Assignment Cost ctr  Order Amount Text

= 1634 8200000905 2003 2T B81/30/2083 ©1/30/2003 4 ush  @81/29/2003

1 25 4000002126 NORTH COAST ELECTRIC 1,708.08

2 58 1810085 INTER-CONPANY CASH 1,708.088-
= 7900 8200014640 2003 IT B81/30/2083 ©1/30/2003 4 ush  @81/29/2003

1 58 181841 EFT PAYABLES 28036138 1,708.88-

2 48 181085 [MTER-EUHPRNM 1,706,608

Double-click on this
line item to select it.

ainli

<[] Sl
| | Qa1 (1) (100) P2l mwrsapt | INS 7
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Once the document is displayed, press the right-side of the Object Services button to
obtain a selection list.

Qe DHEBR aTnOan I RR @m
Display Document: Line ltem 001

2~ 485 o

Press the right-side of the Object
Services button to obtain the a
selection list.
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The selection list for Object Services is shown below.

Send
Relationships

LinE  yworidiow
Subscribe To Object
Help for object

Value date

Aszslgnment
Text

Select the Attachment List
option.

By choosing the Attachment List option, a pop-up window will appear that contains all
archived images that have been attached to the selected payment document.

ment advice note

Double-click on the item to display the
archived image of the payment media (in
this case an EFT remittance advice).
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Once the item is selected, SAP will launch the viewer. For archived images the viewer is

generally going to be Adobe Acrobat (via Internet Explorer) since each image is stored as
a Portable Document Format (PDF) file.

R http:/ fmer_tn_fs16.persnet.navy.mil:443/ archive.dlifget&pVersion =004 5&contRep=T 1 &docId=3E2FF2BC - Microsolt Internet Explore: o [=] S}
Fle Edt View Favortes Tools  Help |-
.+ 0 B A4 B @ @d QB S
Back Forward Stop  Refresh  Home Search Favortes Media  History Mail Print
Address |¢J ittp:ffmwr_tn_fe16, perenet, navy.mil: 443/ archive, di7gstBpversion=0045contRep=T 1 &docld=3E2FF 2B 6C 99051 6E 1000000040200 1 Ecompld=data j
B& - #g00RE|4 e e -0 000E DB
[R50 -L-||®-
>
d o
MORALE, WELFARE AND RECREATION 1
) NAS JACKSONVILLE Re m ltta r!c e
- BOX 14 BLDG 584 Advice
f NAS, ATTN: NAF ACCTG
: JACKSONVILLE FL 32212
! Payment Date: 01/30/2003
L Payment Mumber. 8200014640 i
. Account Number. 4000002126
Paoint of Contact: (904) 542-2943/44
2 Your Reference:
o NORTH COAST ELECTRIC
PO BOX 97010 Page: 1of 1
BELLEVUE WA 98009-9710
Arrangements have been made for the direct crediting of your nominated bank account number 121000248
4159650092 for the payment of the items detailed below. It is expected that the amount will be available within
lwo business days of the date shown on this remittance advice.
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All of the functions of Adobe Acrobat are now available to use, including printing, saving
and emailing. It is recommended that Adobe Acrobat version 5 be installed on the client
computer (although version 4 will also function correctly).

For security and technical reasons, the MICR characters and electronic signature will not
be visible on archived images of checks.
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